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ABSTRACT 

A study was conducted on a national basis to identify 
and verify the competencies needed by administrators of secondary and 
postsecondary vocational and technical education programs. The survey 
instrument used in the study was developed at a 3-day Developing a 
Curriculum (DACUM) workshop that was attended by 11 expert secondary 
and posts^condaiy administrators from 6 states. The DACUM committee 
identified 210 tasks that were eventually clustered into 12 duty 
areas. The questionnaire was then sent to 188 administrators, 128 of 
whom returned usable questionnaires. Of the 210 task statements 
included on the questionnaire, 201 were verified as being important. 
A group of 35 new task statements was selected to form the basis for 
developing additional competency-based modules and guides for use by 
vocational-technical education administrators. This report consists 
of a detailed description of the validation study and 11 appendixes 
which make up the bulk of the document. These include the 
Administrator Task Inventory; a summary of the administrators* 
responses in terms of the perceived importance and difficulty of each 
of the tasks; competencie.s important to local vocational education 
administrators? significant differences in the importance of 
administrative tasks as perceived by (1) secondary- versus 
postsecondary-level administrators, (2) vocational administrators 
versus administrators of both general and vocational programs (with 
no distinction between administrators of secondary and postsecondary 
programs), (3) vocational administrators versus administrators of 
both general and vocational programs at the secondary level, and (4) 
vocational administrators versus administrators of both general and 
vocational programs at the postsecondary level; and recommended 
additions and modifications to the task statements. (MN) 
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The work presented herein was performed by the National Center for Research 
in Vocational Education on behalf of the Consortium for the Development of 
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FOREWORD 



°^ states has been working cooperatively with the 
Nat onal Center for Research in Vocational Education to deve op leJdSship 
training materials for vocational and technical educatiob personnel at th? 

on ?ho'Sivfli£!«i"5°"^*'^^"'"^: ^^^^'^t^ °^ this coSso??;Sm have focused 
nniA^t developtntnt of competency-based administrator education modules and 

°" ^^^t^e^'lj""" and areas of management responsib lit? oSriJS the 
1986-87 year, the Consortium Board asked staff to conduct a DACUM job aSllvsis 
and national competency verification on the job of local administratorJ"of 
vocational and technical education. The objectivL p?ocS ! anS f ndfngc 
of that research effort are described in this report. ^maing. 

tinn Hone ff f 2"%??;'*^ ^i patcd in conducting this research. Special recogni- 
tion goes to the following persons who were selected as members of the DACUM 
R^illllll SlSY" C^^ile-"?"^ Janet Doe, Daniel HardJ^RS Lamping; lilly 
Sieel5!lnd SJ^SrS^ise?!'" '''''^ '^^^^^^ Bob' 

4.1. nSr^f!^* 9°®^ *° Robert E. Norton, Consortium Director who farnuatorf 
the DACUM workshop, conducted the nationa verificatioraSd ^repa?ed th 1 
report. Thanks are also due Harry N. Drier, Associate Director Sf thP ?nnr4,i 
Programs Division, for his administrative assistSSce ^ ^^^^^^^ 

Appreciation is also extended to James Bishop, Elaino Cadiaan Helen 
Lipscomb, Dominic Mohamed, Jack Nichols, and Joan Smith for the?? service a. 
state representatives and state department liaisons Last but rerfllni! 
least, much credit is due Monyeene EllSland sSp^^p TrnLln: "^**^"]^ "o^ 
Program Word Processor Operat^?! %or the r'JitfSS l^'nd sk^^^^^'^ 
the many words necessary to produce this report. processing 



Ray D. Ryan 
Executive Director 
The National Center for Research 
in Vocational Education 
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EXECUTIVE SUMMARY 



■>! u3l P^PO^e of s research study was to identify and verify on a nation- 
a| basis the competencies important to administrators of secondarV and oSst 
secondary vocational and technical education programs. The Con^rti 2m fnl lh^ 
?hTi;f?n;^>°^ Professional Materials for VocStiSnal Educa?ioS JeSuesTed'thS 
the National Center conduct this study so as to provide a sol id research hill 
for the development of additional leadership training materia s ' 



Procedures 



,nrf r^Lllt^ S'^^"" analysis workshop was conducted with 11 expert secondary 
and postsecondary administrators from 6 states servina arrnmmi++«! LfE^ ^ 
The committee drew on their own prSessioJJl knoSledSe and eSnence JnS 
considered competencies from several studies reSJrted in the lltlrSturelince 

selec?2d'^Jl!H"I?SISLl'''M"^^?J°''^ ^'^^ developed and submitted to a carefully 
selected and stratified nationally representative sample of 188 oractiHnn 
administrators of secondary and postsecondary vocational-technirJl 

;« lis rSSst " r^7-i:»SS* • 

vty i,ne aegree or antlculty in learning to perform the task fnr mncf aHm^r.,^ 
trators Information on the worker traits and attitudL that aJe imLr??^ 
gS^hlre'f °" mate??lls d%^^ld S'afso '° 



Results 
T 

areas. 



identified 210 tasks which they clustered into 12 dutv 



differently than administrators of both vocational and general education oro- 
grams. Several tasks were founded to differ significLtly in afl Sf thS com 
parisons made. It was concluded that the 35 neS tL.k siatelSnts shJufd fSS 
the basis for the development of additional competency-based modules and abides 
Tor use by vocational -technical education leadership personnel ^ 



vi 

8 



CONTENTS 



FOREWORD .^^ 

EXECUTIVE SUMMARY ^ 

INTf^ODUCTION 3 

Procedures , 

Results 1 .!.*.*.'.. 7 

Duty St^itements Compared s 

Conclusions and Recommendations 1 ] 13 

BIBLIOGRAPHY j5 

APPENDIX A: Administrator Task Inventory . jg 

APPENDIX B: Cover Letter 43 

APPENDIX C: Follow-up Letter . " 47 

APPENDIX D: Summary of Responses to 210 Administrators 
in Terms of the Perceived Importance and 

Learning Difficulty of Each Task 50 

APPENDIX E: Competencies Important to Secondary and 
Postsecondary Local Administrators qf 

Vocational Education 7j 

APPENDIX F: Significant Differences (t-Test) in the 
Impprtance of Administrative Tasks as 
Perceived by Secondary versus Postsecondary 
Level Administrators 79 

APPENDIX G: Significant Differences (T-Test) in the 
Importance of Administrative Tasks as 
Perceived by Vocational Administrators 
versus Administrators of both General 

and Vocational Programs 85 

APPEND^ H: Significant Differences (T-Test) in the 
Importance of Administrative Tasks as 
Perceived by Secondary Vocational Program 
Administrators versus Secondary Administrators 
of both General snd Vocational Programs 89 



APPENDIX I: Significant Differences (T-Test) in the 
Importance of Administrative Tasks as 
Perceived by Postsecondary Vocational 
Program Administrators versus Postsecondary 
Administrators of both General and 
Vocational Programs 

APPENDIX J: Recommended Additions and Modifications 

to Task Statements 

APPENDIX K: Summary of Part II-General Information . 



10 



INTRODUCTION 



n«..«/* in August 1986,. the Board for the Consortium for the 

?onsJrES*nl^^f^fff?"f^ ^^^rH^' Vocational Education instJucSed 
tion ltlTv If ^ll il nl ?° ? """Petency identification and verifica- 

finn it^wSc f Jf^ih f administrator of vocational and technical educa- 
tion. It was felt that many legislative and societal changes had occurred in 
the last several years that in turn have modified the role of the local lLn- 

Cllr!":; J^'''nl^^' ^^'J''^ ^^"''^ ""ducted haS been completed by 

Norton et al. (1977) over 10 years ago. 

During the last 10 years, considerable progress has been made in identify- 
ing the competencies important to leadership personnel , in developing nstrJc- 
tional materials that address those competencies, and n the develooment of 
various types of leadership development programs 'in some states The SonsJr- 
t um has p ayed a significant role in this professional development effSJfby 
2 d«;IfJI?Sn*'^*^ identification of nei and emerging competenciL; 

Most of the 14 states that have sponsored the Consortium one or more vpar<: 
have taken steps to develop new training programs or to improve IxistinS oJes 
Considerable leadership development work remains, however, arm Jew c^mSetl^ - 
alf aJo'npS^f'' "l^^ the Chang, of time, (2) additional Nnstriit^o^al SeH 
als are needed to address these competencies, (3) previously develooed materi- 
als in some cases need updating, and (4) man^ states continue to ne^dholoi J 
establishing and/or improving their leadership devel opmenrS?og».ams ' 

Problems 

leadeJshii^S?^Lj!!^Jf5S^"l education requires effective and assertive 

T/: . the secondary and postsecondary education levels To nro- 
lorl aJS leadership needed, the^ersons selected as supeJvi- 

adpnnJJfiv n^"''*'''^°'''.2^*^"' ^^°9rms need to have the opportunity tS 
?nt'?v1ctet"o^t^l5!^^ responsibilities on both a pres??vice Ini '\ 

of the same tasks thi\t confront general education administrators Whit Jc Wc 
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Prelect Oble ctlves 

Be major objective of this study was to identify and nationally verify 
tne competencies important to secondary and postsecondary administ^Vtors of 
vocational -technical education. Secondav^y objectives included determining 
whether there are sigflificant differences between the ratings of importance 
given to tasks by (1) secondary versus postsecondary administrators, (2) ad- 
ministrators concerned with pjLbi vocations] programs versus administrators 
concerned with Isfttli vocational and general education programs, (3) secondary 
iMniltcaSfiEi concerned with only yccitional programs versus secondary admin- 
istrators concerned with both vocational and general education programs, and 
(4} po$tVgggnqarx:aafn1n1StmQ J[:i concerned with orjly vocationat orograms versus 
postsecondary administrators concerned with both vocational and qensr;«l pd!=ea- 
tion programs, ^ " ^" 

The ultimate outcome sought by means of this research is better managed 
programs of vocational and technical education thnrjugh the preparation of more 
competent leadership personnel. It is ejipectcd that the rigorous identifica- 
tion of the important competencies n*ed»d by vocational administrators will 
provide a sound information base on which (1) needs assessients can be based, 
(Z) competency-based instructional materials can be developed, and (3) high- 
quality preservice and inservice education programs can be planned and 
implemented. 



PROCEDURES 

HAr. J5i^ research project involved two major activities: (1) conducting a 
DACUM (Developing A Curriculum) job analysis workshop and (2) conducting a 
national verification o. the tasks identified. More information about each 
of these procedures is presented next. 



DACUH Job Analysis 

An initial listing of the tasks performed by local administrators of 
vocational and technical education was prepared January 12-14, 1987, at the 
National Center in Columbus, Ohio, by organizing and convening a DACUM commit- 

SL!^.®?^®*'* practicing administrators. Membership on the conmittee was 
stratified by requesting six outstanding secondary and six outstanding post- 
secondary vocational -technical administrators to serve on the select DAC'JH 
committee. The final DACUH committee was composed of 11 rather than 12 due to 
the illness of 1 person. The committee members from the Consortium member 
states ana Michigan were as follows: 

Clayton Castloman janet Doe, Director 

Director, Vocational Education Fanning Trade High School 

Stuttgar}; Public Schools 24 Chatham Street 

P.O. Box .92ft Worcester, MA 01608 
Stuttgart, AR 72160 
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Daniel Hardee 
Vocational Director 
Wake County Schools 
601 Devereux Street 
Raleigh, NC 27611 

Robert Lamping, Instructor 
(Former Director, Pittsburgh 

Schools) 
Indiana University of 
Pennsylvania 
Center for Vocational 

Personnel Preparation 
Indiana, PA 15705 

Billy R. McGehee, Director 
Oil Belt Vo-Tech School 
P.O. Box 1777 
El Dorado, AR 71730 

Bob Moses 

Associate Dean of Instruction 
Indiana River Community College 
3209 Virginia Avenue 
Fort Pierce, FL 32450 



Marvin Oberlander 
Associate Principal/Director 
Vocational Education 
Mt. Pleasant Public Schools 
Mt. Pleasant, MI 48854 

Gerald Paist, Superintendent 
Pathfinder Vocational School 
Palmer, MA 01069 

Richard Skinner 

Assistant Dean of Career Affairs 
Bucks County Community College 
Swamp Road 
Newtown, PA 18940 

Bob Steely, Dean 
Occupational Programs 
Kellogg Community College 
450 North Avenue 
Battle Creek, MI 49016 

William Weiser 
County Supervisor 
Hillsborough County Schools 
2002 East Hillsborough Avenue 
Tampa, FL 33610 



nArnJi® DACUM analysis was facilitated by Robert E. Norton, an experienced 
DACUM Tacilltator. The committee was presented with a list of the duties that 
had been identified in the 1977 research study, and the committee was asked to 
n^^Mu^"'' . °r ^'^'^ *° appropriate. During the final stages of 

tne DACUM workshop, the committee members were given the opportunity to review 
existing administrator task lists (available from the literature) and to use" 
those lists in making certain the analysis was comprehensive and accurate. 

The DACUM procedure by its very nature permits the identification of tasks 
that are currently "necessary for successful performance" as well as to some " 
extent the identification of tasks that "ought to be performed." Properly 
facilitated, a DACUM committee can give a job analysis a futuristic look with- 
out being unrealistic. For further information about the DACUM process, see 
Norton (1985), Adams (1975), or Sinnett (1976). 

Use of the DACUM process was based on the assumption that persons actively 
and successfully engaged in an occupation should be the most knowledgeable 
about the tasks that have to be performed in order to be successful in that 
occupation. In this case. Consortium board members and program staff concurred 
that the best source of information about what local administrators of second- 
ary and postsecondary vocational -technical education do would be a stratified 
sample of practicing experts from six states. Five states were chosen because 
they were current sponsors of the Consortium and the sixth state, Michigan, 
because of the strong interest in participating that was expressed bv the 
director of the Michigan Leadership Development Program. 
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National T^sk Verification 



o+,+J a^lditional involvement of expert administrators from other 

oifio'* ^JS;^;!!*^'"?^"?^*'*^?^?* ^^^^ ^^^^ statements, and further 

evidence that the tasks identified represented a comprehensive and complete 
nioLSL!''! important to local administrators, a national verifiMtion 
procedure was carried out. 

fh. Jo P'^oyide for the involvement of persons from as many states as possible, 
the state director (or directors) of vocational -technical education in each 
state was asked to nominate four outstanding local administrators: one second- 
ary and one postsecondary who administered an]x occupational programs, and one 
p?Sg?aJls^ postsecondary who administered ijoth general and occupational 

It was also decided to ask the 11 members of the DACUM committee to serve 
sought because of their expertise and the additional information being 

.. ..i/u"^^?r*''!? **t«"tion was given to the development of an instrument that 
would be attractive and that would secure the type of information needed. It 
l!f^cfSJ ^^''^ respondents (the nominated expert local administrators) would 
5Lh'f!ci.*°.rf'P°"S °\t ^^'^-Po Likert-type scale to two questions about 
each task statement. The questions were (1) how important is the performance 

'^f administrator and (2) how difficu V most 
administrators find it to learn to perform this task correctly?Additionally, 
a 12-item general information questionnaire was devised to gather demographic 
and other desired information about the respondents. A cop? of the administra- 
tor task inventory may be found in Appendix A. -umimsira 

The inventory, along with a cover letter (see Appendix B), was sent to all 
nominees on or about March 26, 1987. On or abSut Ma? 12, 1987 J foll2w-up 
Jls^oHdid!^ ''''^ ^ *° aPP^-ox^inately 70 persons who had not yet 

The administrator task inventory instruments were coded and the data kev 
Ho n^^!!; '"""J''^ ^2'' computer. The data was analyzed to deter- 

mine (1) the number of responses to each task statement, (2) the percentage 
responding to each level of the six-point Likert scale, aid (3) the mean 
response to each statement for each question. 

hofwoJJ''ji!°!*]/"?^"*®^ we^'e made to compare the means on importance of tasks 
between the following groups: (l) all secondary versus all postsecondary 
administrators, (2) al 5 vocational -only administrators versus all administra- 
tors concerned with both general and vocational education, (3) secondary admin- 
istrators concerned with vocational programs versus secondary administrators 
concerned with both general and vocational education programs, and (4) post- 
secondary administrators concerned only with occupational prog.ams versus post- 
secondary administrators concerned with both general and occupational p?og?Sms. 
1:*^?^ was computed between the various means to determine 

whether actual differences at the .05 or higher level existed. 
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RESULTS 



The results of the competency identification, the competency verification, 
and the data analysis are summarized here. Tables showing the number of 
respondents, the percentage responding, and the mean ratings for each task are 
presented in Appendix D. To enable comparisons, a "Master List of Categories 
and Task Statements" from the 1977 study by Norton et al. is presented as 
Appendix E. Information regarding task ratings that were significantly 
different for different groups is presented in Appendixes F, G, H, and I. 
Appendix J contains a list of the recommended additions and modifications to 
the task statements. Finally, a summary of selected items from Part II of the 
task inventory Instrument is presented, in Appendix K. 



Competency Identification 

The DACUM committee identified 12 duty areas and 210 different tasks. The 
committee started its work by reviewing the nine duties from the 1977 study to 
determine what changes were needed. After much debate, the committee modified 
four of the original nine duties, identified four new duty areas, and kept four 
of the original duties. The chart on the following page summarizes the changes 
made. 

Next, the committee began the identification of the specific tasks associ- 
ated with each duty area. This identification was conducted initially without 
any reference to the existing literature. On the third day when the committee 
had specified all of the tasks they were aware of, the 1977 National Center 
task list and others available from the recent literature were shared with the 
committee. A few additional tasks were accepted by the committee as a result 
of this review. A total of 210 task statements were identified by the DACUM 
committee. 



Competency Verification 



A total of 98 qualified secondary and 90 qualified postsecondary adminis- 
rSo7 fu'^^r? T^"?*!? 1°"^ ^ °^ potential respondents. By August 15, 
;? Il foo^^H''- ^"J°^r "^^^t 1°"^ rQce]pt of the completed task inventories, 128 
of the 188 administrators had returned usable instruments for a 68 percent rate 
of return. kciv-cmi. 

Qrf this total, 52 of the respondents were employed in secondary level 
?f o^ISJL *?^r^u"^ in postsecondary agencies, and 27 persons reported working 
in agencies that had both secondary and postsecondary students. 



Data Analysis 

The summary of the responses of the 128 administrators to the 210 task 
statements contained in the inventory is presented in Appendix D. 
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DUTY 



1977 Statements 



A. Prograis Planning, Develop- 
ment, and Evaluation 



B. Instructional Management 

C. Student Services 

D. Personnel Management 



E. Staff-Development 

F. Professional Relations and 
Self -Development 



G. School/Employer/Coramunity 
Relations 

H. Facilities and Equipment 
Management 

I. Business and Financial 
Management 



STATEMENTS COMPARED 

1987 Statements 

A. Program Planning and 
Development, Evaluation 
and Improvement 

B. Curriculum and Instruc- 
tional Management 

C. Student Services 

D. Personnel Management 

E. Business and Financial 
Management 

F. Facilities and Equipment 
Management 

G. Professional and Staff 
Development 



H. Resource Development 
(Financial and Other) 

I. Marketing Vocational - 
Technical Education 

J. Public Relations 



K. Economic Development 
L. Program Articulation 



Action 
Modified 

Modified 

Same 
Same 
Same (I) 

Same (H) 

Modified 

New 
New 

Modified 

New 
New 
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Responses to the question "How important is the performance of this task 
in your job as an administrator" are reported as follows: 

1. Number of responses to each statement 

2. Mean response to each statement 

3. Percent responding to each level of the six-point scale 

Responses to the question "How difficult do most administrators find it to 
learn to pe^^form this task correctly" are reported in a like manner. 

Using an arbitrary cutoff score of a mean of 2.5 or higher on the scale of 
task importance resulted in 201 of the 210 tasks being declared as important. 
It should be noted that only two statements (E-14 and E-16) received a mean 
score of less that 2.0. See the Vocational Administrator Competency Profile, 
which follows for a graphic portrayal of the 201 tasks verified as important. 

• conducted to determine if any of the tasks verified 

in the 1977 study (see Appendix E) dropped out of the 1987 listing (meaning 
they were no longer considered important). Although this comparative analysis 
IS very difficult because of the different duties identified and the different 
wording used in many of the task statements, it was concluded that only two 
tasks (A-4 and D-77) had been omitted. The major change that occurred was the 
addition of 4 new duties and 35 new task statements. The many changes and 
additions that occurred in the updated job analysis are considered extremely 
significant. *^ 

. ^.^j! i^esponses were also analyzed to determine whether there were any 
statistically significant differences in the way the four subgroups perceived 
obtaiS- ^"^^ ^'"^ competencies. The following significant differences were 

1. Secondary administrators rated 42 task statements significantly 
different than did the postsecondary administrators. See Appendix F 
for a listing of these tasks and their scores. 

2. Vocational administrators rated 24 task statements significantly 
different than did administrators of both vocational and general 
programs. See Appendix G for a listing of these tasks and their 
scores. 

3. Secondary vocational administrators rated 29 task statements signifi- 
cantly different than did secondary administrators of both vocational 
and general programs. See Appendix H for a list of these tasks and 
their scores. 

4. Postsecondary vocational administrators rated 9 task statements 
significantly different than did postsecondary administrators of both 
vocational and general programs. See Appendix I for a list of these 
tasks and their scores. 

in»on?Li''^nSl°^ ^^^'^ category of task statements on the administrator task 
inventory, space was provided and respondents were instructed to "add any other 
statements that describe any other critical tasks that you have performed or 
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Duties 



Program Wanning 
. J and Development, 
m Evaluation and 
! Improvement 



B 



Cun'iculum and 

Instructional 

Management 



C D Student Services 



I Personnel 
I Management 



Business and 
E I Rnanclal 
Management 



Facilities and 
F I Equipment 
Management 



Q ■ Professional and 
^ Staff Development 
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COMPETENCY PROFILE OF VOCATIONAL AND TECHNICAL 
EDUCATION ADMINISTRATOR 



Name 



AckJress 



Institution 



Date Started 



Resource Person(s) , 



^ 

A-1 Conduct 
occupational 
trainirig program 
needs assessnr>ent 


A-2 Identify labor 
marine t needs 


A-3 Survey studen 
interests 


t A-4 Identify 
current and 
potential labor 
marlcet supply 


A-5 Determine 
program feasibility 


A-6 Utilize 

advisory 

committees 


- Compelendes 

A-7 Utilize 
general advi- 
sory council 


A-8 Establish 
program goals 
and objectives 


A-9 Develop 
program curriculum 
outline 


A-10 Review Iben- 
sure. accreditation, 
and certification 
requirements 


A-11 Determine 
facility, supply, 
and equipment 
needs 


A-12 Determine 
personnel needs 


► 

A-13 Establish 
program budget 


I A-14 Prepare 
\ program proposal 


A-15 Secure 
external and 
interna) program 
approvals 


A-16 Establish 
linkages with other 
service deliverers 


A-17 Develop a 
program 
evaluation plan 


A-18 Establish 
criteria for 
program 
evaluation 


A-19 Analyze 
student enrollment 
and follow-up data 


A-20 Determine 
program cost and 
effectiveness 


A'21 Interprets use 
research results for 
program develop- 
ment & improvement 


A-22 Devebp 
program modifica- 
tion plan b?sed on 
evaluation data 


A-23 Design 
and/or participate 
in institutional 
research studies 


A-24 Prepare 
annual program 
plan 


A-2S Develop bng- 
range plan (e.g., 
prograrti, facilities, 
and equipment] 


A«26 Recommend 
program policies to 
the administration 
and board 


A-27 Implement 
local board and 
administrative 
policies 

B-1 Establish 




















curriculum devel- 
opment and re- 
view procedures 


B-2 Comply with 
Icja! requirements 
and regulations 


B-3 Identjfy stu- 
dent competencies 
through job/occu- 
pational analysis 


B-4 Verify (vali- 
date] occupational 
tasks locally 


B-5 Conduct task 
analysis as basis 
for curriculum 
development 


B-6 Search for and 
procure existing 
vocational- 
technical curriculum 


B-7 Adopt, adapt, 
or develop voca- 
tional-technical 
curriculum 


B-8 Determine 
program course 
sequence 


B-9 Determine 
related academic 
requirements 


B-10 Coordinate 
identification of 
support course 
content 


B-11 Erwourage 
dev. of integrated 
icademic and 
voc. instruction 


B-12 Indentify 
program articu- 
lation options 


B-13 Establish 
program admissbn 
requirements 


B-14 Determine 
student progress 
reporting system 


B-15 Establish 

Instructor 

qualifications 


B-16 Determine 
instructional 
delivery methods 


B-17 Facilitate 
selection of 
instructional 
techniques 


B-18 Seek in- 
structional assis- 
tance from busi- 
ness and indusl7 


B-19 Contract for 
training w/private 
and public sectors 
when appropriate 


B-20 Evaluate 
curriculum and in- 
structional manage- 
ment function 














C-1 Recruit and 
select students 


C-2 Devetepor 
assist in 
development of 
student handbool< 


C-3 Comply w/ap- 
plicable fed. & state 
statutes & regula. 
regarding students 


C-4 Devebp and 
maintain student 
record-keeping 
systems 


C-5 Provide for 
student assess- 
ment services 


OS Provide 
guidance and 
counseling services 


C-7 Coordinate 
financial aki and 
scholarships 


C-8 Provide for 
library and media 
services 


C-9 Provide 
support services 
for special 
populations 


C-10 Provide for 
cooperative 
work experience 


C-11 Provide for 
vocational stu- 
dent organizations 
(VSO) 


C-12 Provide for 
student discipline 


C-1 3 Provide for 
student safety 


C-1 4 Developer 
assist Wiih master 
schedule of 
classes 


C-15 Schedule or 
assist with sche- 
duling of students in 
classes 


C-16 Provide for 
job & educa- 
tional transfier 
placements 


C-1 7 Coordinate 
student and em- 
ployer follow-up 
studies 


C-1 8 Provide for 
crisis intervention 


C-1 9 Evaluate 
student services 
program 












D-1 Establish & 
maintain personnel 
management poK 
cies & procedures 


D-2 Comply with 
applicable state 
and federal 
statues 


D-3 Develop 
personnel policies 
handbool<(s] 


D-4 Recommend 

organizational 

structure 


D-5 Develop job 
descriptions 


D-6 Recruit - 
part-time and 
full-d'ma 
personnel 


D-7 Saeenand 
interview applicants 


D-8 Select and 
recommend 
personnel for 
empbyment 


D-9 Arrange for 

substitute 

personnel 


D-10 Negotiate 

employment 

contracts 


D-11 Manage 

employment 

contracts 


D-1 2 Supervise 
faculty and staff 


D-1 3 Establish 
and maintain open 
communications 
witii personnel 


D-1 4 Orient new 
personnel to insti- 
tutional policies 
and procedures 


D-1 5 Evaluate 
faculty and staff 
performance 


D-1 6 Recognize 
exemplary 
personnel 
perfonnance 


D-17 Utilize due 

nrorfi<i?i for 

making personnel 
adjustments 


D-1 8 Evaluate 
personnel 
management 
function 














E-1 Develop pro- 
cedures for busi- 
ness* financial 
management 


E-2 Comply with 
legal requirements 
for purchasing and 
disposal 


E-3 Comply with 
legal requirements 
for auditing and 
reporting 


E-4 Interpret and 

State aid funding 
formulas 


BS Develop 

operational 

budgets 


E-6 Devebp 
capital budgets 


E-7 Prepare bid 
specifications (e.g.. 
services, supplies. 
arKi equipment 


E-8 ProvWefor 
risk management 


E-9 Monitor 
progranv generated 
revenues 


E-10 Manage 
financial 
contracts and 
agreements 


E-11 Monitor 

financial 

expenditures 


E-1 2 Manage 

restricted 

accounts 


E-1 3 Invest funds 
as appropriate 


E-14 Modify 
budgets as 
needed 


E-1 5 Prepare 
financiat 
reimbusement 
documents 


E-1 6 Evaluate 
business and 
financial function 
















F-1 Establish pro- 
cedures and poli- 
cies for facility and 
equipment use 


F-2 Comply with 
health and safety 
requirements 


F-3 Interpret and 
apply requirements 
for construction of 
new facilities 


F-4 Provide 

renovation 
specifications 


F-5 Est procedure 
for seeking & ac- 
cept donated equip- 
ment & supplies 


F-6 Maintain 
capital 
equipment 
Inventory 


F-7 Establish 
equipment 
replacement 
schedule 


F-8 Provkiefor 

equipment 

maintenance 


F-9 ProvkJe for 
equipment repair 


F-10 Provide for 
facility repair 


F-1 1 Provide for 
facility and equip- 
ment security 


F-1 2 Provide for 
energy manage- 
ment 


F-1 3 Provide 
access for Uie 
handicapped 


F-14 Arrange lor 
rental of equip- 
ment and facilities 


F-15 Evaluate the 

ment mariagement 
function 
















G-1 Sun^y 
needs of staff 


3-2 Comply w/ state 
V local requirements 
egardng profes- 
>ional development 


G-3 Devebp indivi- 
dual personnel 
development plans 
for staff 


G^ Provide in- 
house professional | 
staff development ( 
program I 


S-5 Facilitate ctaff 
Darticin state dept., 
:oll., univ., & other 
raining programs i 


S-6 Facilitate ( 
echnical inservice t 
training of p 
nstructors i 


3-7 Utilize ind./bus. 
raining programs to 
>rovide technical 
jpdate to instructors 


G«8 Arrange for ( 
faculty return-to- i 
industry r 
experience [ 


3-9 Utilize assis- 
ance from gov't.. 
Tiilitary. & labor to 
provide tech. update 


G-10 Encourage 
participation in pro- 
essional organiza- 
tions & conferences 


G-11 Arrange for 
staff participation 
and accreditation 
visits 


G-12 Develop 
managen^ant 
potential of 
personnel 


G-13 Develop per- 
sonal plan for pro- 
fessional develop- 
ment of one's self 


G-1 4 Participate in 
professional meet- 
ings & programs for 
self-development 


G-1 5 Participate ( 
n professional ( 
Drganizations < 
f 


3*16 Evaluate 
effectiveness of 
>taff development 
xogram 
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Duties 




H-1 Establish 
procedures for 
resource 
development 


H-2 Establish 
procedures for 
resource 
management 


H-3 Identify total 
resources needed 


H-4 Identify avail- 
able resources 


H-5 Correlate 
resource acquisi- 
tion with program 
plan 


H-6 Secure appro- 
priate approval for 
submission of pro- 
posals & applica. 


- Competencies 

H-7 Prepare 

resource 

applications 


H-8 Prepare 

resource 

proposals 


H-9 Negotiate 
contracts and 
aggreernents for 
resources/services 


H-10 Develop 
partnerships with 
business, industry, 
and labor 


H-11 Comply 
with funding 
sources report- 
ing require n^ents 


H-12 Maintain 
resource develop- 
ment records 


W 

H-13 Maintain 
resource develop- 
ment database 


H-14 Lobby for 
financial resources 
and legislation 


H-15 Determine 
altematives for 
conD'nuIng funded 
projects 


H-16 Evaluate 
resource develop- 
ment function 
















1-1 Develop 

marketing 

guidelines 


1-2 Develop a 
marketing plan 


1-3 Develop 
printed prorrw- 
tional materials 


1-4 Develop 
audiovisual promo- 
tional materials 


1-5 Develop 
specialized 
promotional 
materials 


1-6 Seek 
opportunities to 
make public 
presentatior)s 


1-7 Establish 
and/or participate 
in special events 


1-8 Identify ta.^'get 
groups for market- 
ing approach 


1-9 Develop a 
marketing 
dissemination plan 


1-10 Udlize 
professional 
consultant services 


1-11 Arrange for the 
development of 
professional-quality 
promo, materials 


1-12 Participate 
actively in Voc. Ed. 
& Anierican 
Education Weeks 


1-13 Coordinate pro- 
motional activities 
with other educa- 

iiUiicii d^ciiuivo 


1-14 Seek 
promotional 
assistance from 
others 


1-15 Determine 
effectiveness of 
marketing plan 


















J-1 Seek out & make 
use of all opportuni- 
ties to create a posi- 
tive image for voc ed 


J-2 Comply with 
Freedom of 
Information and 
Privacy Acts 


J-3 Matnta'n 
attractive physical 
appearance of 
facilities 


J-4 Establish and 
maintain positive 
personal 
relationships 


J-5 Participate in 
civic and profes- 
sional groups 


J-6 Provide inser- 
vice training for fac- 
ulty & staff for public 
relation programs 


J-7 Encourage fa- 
culty & staff to parti- 
cipate in profession- 
al & civic groups 


J-8 Encourage 
students to 
provide community 
services 


J-9 Establish a 
speakers bureau 


J-10 Establish 
procedures for 
press releases 


J-11 Cultivate 
positive relation- 
ships with other 

6aUC 1 agsncies 


J-12 Serve on 
internal/external 
boards, counsels, 
& committees 


J-13 Identify and 
work with commun- 
ity opinion leaders 


J-14 Give public 
recognition to 
student and staff 
achievements 


J-15 Give public 
recognition to 
supporters of voca- 
tional education 
















K-1 Dev.acompre- 
hensive plan for the 
delivery of econ. de^ 
velopment servlcesi 


K-2 Devetep an or- 
^janizational struc- 
ture for providing 
econ. dev. services 


K-3 Secure funds 
for economic 
development 
activites 


K-4 Apply appro- 
priate marketing 
strategies for econ- 
omic development 


K-5 Provide inser- 
vice training for 
staff on economic 
development 


K-6 Produce de- 
scriptive materials 
describing econ. 
dev. capabilties 


K-7 Establish link- 
ages/partnerships 
with bus., ind., labor, 
gov't, & the military 


K'8 Establish 
linkages with other 
econ. development 
agency providers 


K-9 Conduct 
on<site needs 
assessment for 
specific industries 


K-10 Conduct job 
and task analysis 
as basis for 
training programs 


K-11 Provide 
technical 
assistance to 
industry 


K-12 Provide 

customized 

training 


K-13 Provide 
technology 
transfer services 


K-14 Initiate semi- 
nars, workshop'^, & 
courses for entre- 
preneurs 


K-15 Establish 
small business 
incubator 
program 


K-16 Supplement 
economic develop- 
ment agency 
services 














L-1 Determine 
need for and bene- 
fits of program 
articulation 


L-2 Devek)pplan 
and procedures for 
articulation 


L-3 Involve other 
agencies for 
articulation 
purposes 


L-4 Establish 
inner-agency 
articulation 
committee 


L-5 Develop 

articulation 

agreements 


L-6 Maintain and 
renew articulation 
agreements 


L-7 Encourage 
coordinated plan- 
ning to avoid dupli- 
cation of effort 


L-8 Establish pro< 
cedures for orant- 
ing aedit or waver 
of requirements 





Worker Traits and Attitudes 



Vocational and Technical Education Adnfiinistrator 
DACUM Committee Membars 



Honest/sincere (32) 
Flexible/adaptable (29) 
Good listener (26) 
Energetic (22) 
People oriented (21) 
Positive/optimistic (21) 
Fair (13) 

Cooperative (13) 
Dedicated (12) 
Committed (12) 
Open minded (1 2) 
Caring (10) 
Decisive (9) 
Confident(9) 



Innovative (9) 
Patient (9) 
Dependable (8) 
Goal-oriented (8) 
Initiator (8) 
Consistent (8) 
Rational (7) 
Persistent (7) 
Loyal (7) 
Ethical (6) 
Sensitive (6) 
Good sense of humor (5) 
Compassionate (5) 
Personable (5)' 



Clayton Castleman 

Stuttgart Public Schools 

Stuttgart, AR 
Janet Doe 

Fanning Trade High School 

Worcester, MA 
Daniel Hardee 

Wake County Schools 

Raleigh, NC 
Robert Lamping 

Pittsburgh Public Schools 

Pittsburgh. PA 
Billy R. McGehee 

Oil Belt Vo-Tech School 

El Dorado. AR 
Bob Moses 

Indiana River Community 
College 

Fort Pierce, FL 



Developed as part of a DACUM Job Analysis and Verification Project conducted by the 
Na^onal Center for Research in Vocational Education. 
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Marvin Oberlander 

Mt. Pleasant Public Schools 

Mt. Pleasant, Ml 
Gerald Paist 

Pathfinder Vocational 
School 

Palmer, MA 
Richard Skinner 

Bucks County Community 
College 

Newtown. PA 
Bob Steely 

Kellogg Community College 

Battle Creek, Ml 
William Weiser 

Hillsborough County 
Schools 

Tampa. FL 



Sponsored by: Consortium for the Development of Profes- 
sional Materials for Vocational Education. 
Member states for 1 986-87 included Arkan- 
sas, Florida, Massachusetts, North Caro- 
lina, and Pennsylvania. 

Facilitated by: Robert E. Norton, Consortium Program 
Director 

The National Center for Research in Voca- 
tional Education, 1987 

Verified by: These competencies were verified by 1 28 
expert secondary and postsecondary 
vocational and technical education admin- 
istrators who responded to a written admin- 
istrator task inventory. The worker traits 
and attitudes were specified by five or more 
respondents and are listed in the order of 
most frequently to least frequently mention- 
ed. 

For more information about the procedures 
and outcomes of this study see>^ National 
fndentification and Verification of the 



Competencies Important to Secondary and 
Postsecondary Administrators of 
Vocational'Technical Education by Robert 
E. Norton, et al., the National Center for 
Research in Vocational Education, The 
Ohio State University, Columbus, OH, 
1987. 

For information about modules and other 
materials that have been developed by the 
National Center, under sponsorship of the 
multi-state consortium, to address most of 
the competencies identified, contact the 
American Association for Vocational 
Instructional Materials, 120 Driftmior 
Engineering Center, University of Georgia, 
Athens, GA 30602 
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liln in J^^l "^^^ PS'^fo'^^ed by an administrator." The respondents were 

a so to modify or rewrite any of the listed statements that they felt needed 
tlJpi^iSSu-"- /r^S"9j several comments were received in these sJiceS? only 
i^^k .tSJlmlnSc^ H'J' staterr,ents were identified that meet the criteria fS?^ 
tasK statements. They were as follows: 

Duty A: 

0 Coordinate planning and program development with other departments 
0 Provide political awareness and political leadership 
Duty D: 

0 Establish and maintain records 
mSd^•fi^^5L'n^.TSpp°endir5.°'''' ^--om.n6.6 task statement additions and 

CONCLUSIONS AND RECOMKENDATIONS 

This project was designed to identify and verify the comoetencies imnnr 
hrlnAl administrators of vocational-technical educa^rarboth Jhe 

hSS '"'^ Postsecondary levels. The -onclusions and recommendations 
c^SJSg^^'ouTtS^s'SrSSe"!'^ ^"^ the experience of^^S^ff i„ 

Conclusions 

In considering the procedures used and the results of this studv thr 
following conclusions are warranted: 's^uit^ ut ims stuay, the 

That the job of local administrators of vocational -technical 

Sfc^J-il°2'-*^?"3^ "^P^^^ ^"'^ ""^'^"^ i" ""any ways, can be adequately 
described in terms of competency or task statements. ^°«q"a^e'y 

That, the DACUM workshop proved to be a very effective low met anH 
quick procedure for identifying duty and\'Lk statement "^h t jere"'' 
verified as important to vocational -technical administrators. 

3. That the 4 new duty areas and 35 new task statements identified in 
this study need to be considered as administrator tra niSg pJoqrlms 
.'SH.L'^f5V'^'? '^^^Z"' ^nese new tasks shou d alsS 

addressed by the Consortium as it develops additional professional 
materials for vocational -technical leadership personnel 



1. 



2. 
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Reconwiendations 

The following recommendations are offered as a guide to other researchers 
curriculum developers, and program planners: eaiMicFi, 

1. The competencies identified and nationally verified in this study 
should be used as a basis for: 

a. designing .preservice and inservice. programs for local 
administrators of secondary and postsecondary vocational - 
technical education 

b. conducting preservice and inservice training needs assessments 
for locas administrators of vocational -technical education 

c. developing competency-based modularized curriculum materials to 
deliver upon the 201 competencies verified as important 

2. The DACUM workshop approach to occupational analysis should be used 
to develop high-quality, comprehensive, and up-to-date listings of 
task statements for other professional, vocational, and technical 
occupations. 

3. When verifving lists of task statements, only the most competent 
workers (i..oumbents) and/or the immediate supervisors of such workers 
should be asked to respond to a task inventory instrument. 

4. This study resulted in the identification of many new duty and task 
statements as contrasted with the study conducted in 1977. There- 
fore, a similar national task identification and verification study 
needs to be conducted periodically to update the competencies impor- 
tant to vocational and technical administrators. 
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ADMINISmATOR TASK INVEKnKY 



Why We Need YOUR Help 

-^w ^T"^ °^ yj,^^^'^^ Consortium for the Development of Professional Materials for Vocational Education's scope of 
work, we are conducting a national study to update and verify the competencies needed by local administrators of voca- 
tional and technical education to effectively carry out their duties and responsibilities. 

worklnoVL't'hl'"""" 'f verification of the many tasks perfor,r«d by local administrators 

wa-king at both the secondary and postsecondary levels. Once the tasks have been Identified, we expect to develop addl- 
t onal comp^ency- ased Instructional materials designed specifically to help meet the training needs of these adminis- 
trators. The knowledge and experience you have gained by your direct Involve«»nt In most. If not all. of these tasks 
n ^ItT : \ r y r ^ "^'^ the W^^tan^of each task and on the degree of task ITZ I - 

i^^whlch exists. Your Individual responses will be held In strict confidence, as only group responses wl 1 1 be 

You have been carefully selected as a qualified respondenh. and your Input will contribute significantly to the 

rr:::.? ' '° ''^ '"^'^'^ °^ °^ -''-'"'^^-^-s m the united Stll! Luse 

of the small (four persons per state) and highly selective sample being used. It Is very Important that we have a 
response from everyc e. Our gDal Is a 100 percent response! Should you wish to contribute even furfher to this currlcu- 

i^tTX?! Inst'r'^leSt!"' ' °' '"'^'"^^^ ^"'^ '"'^^^ °^ expertise In 

Please try to complete this Inventory within five wcrking days. A startped. se I f -addressed envelope Is provided for 
your convenience In returning the Inventory to: nvoiope provioea for 

Or. Robert E. Norton 

Consortium Director 

The National Center for Research 

In Vocational Educathxi 
The Ohio State University 
I960 Kenny Road 
Coluirbus, Ohio 43210 
800-848-4815 
or 

614-486-3655 
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P/«T I - TASK STATEMENTS 



■Instruction: Please read very carefully! 

ai the pages that follow, you will find a list of 210 task statements, clustered Into twelve major duties (A through L) 
that may relate to the Job of local administrator. We need your personal reaction to two major questions about each test 
statement: 

a. How Important Is the performance of the task In your lob as an administrator? 

How difficult Is to l earn to perform the task correctly? 
Answer these questions by completing the following steps: 

• For each task In Duty A, Indicate how Important you believe It Is fo perform the task. In the ''Task Importance** 
column, choose and circle the number that roost accurately reflects the Importance of that task In vour lob as an 
administrator. If you do not perform some of the tasks because they are another administrator'^ r»<;pnnctht M+y at 
your school/college, please circle the mnter which Indicates how Important you believe those tasks are to the 
overall administration of vocational education at your school or college. |f a teacher or other non-admlnlstrator 
Independently performs some of the tasks listed, mark them as of no Importance to your Job as a local administrator. 
Use the scale below to rate the Importance of each task: 

5 = Extremely Important 

4 = Highly Important 

3 = Important 

2 Some Importance 

1 = Least Important 

0 a Not Important 

• For each of the statements |n Duty A that you rated be of some Inportance (I.e., 1-5), Indicate the degree of 
task learning difficulty. In the "Task Difficulty'' column. Indicate the extent to which most administrators find 
the task difficult to learn. Assume the person has the type of education and previous experiences that are typical 
for someone with a Job as an administrator. Use the scale below to Indicate the degree of task learning 
difficulty. 

5 = Extremely difficult to learn to perform properly 

4 = Quite difficult to learn to perform properly 

3 = Difficult to learn to perform properly; requires considerable knowledge 

2 = Somewhat difficult to learn to perform property; requires limited knowledge 

1 = Quite easy to learn to perform properly qq 
0 * Extremely easy to learn to perform 

ERIC 



3. Add any statements to Duty A that describe any other critical tasks that yoa have perfcrn^d or that you feel need to 
^ rZXTVeir a*,InIstrator. ,f you feel that any of the listed state^nts need clarif Icatlon/please J^Uy 

4. Repeat Steps 1-3 for each of the remaining duty areas. 

IT, Z H '''' ^^P""""' '° ^ ''"^^^'^"^ ^ ««>«=eP+ for those 

tasks you Judged to be of no Importance). Also, be sure to rate any task statem^i;;! you have added or r.odlfled. 

NOTE: This list was developed by the Consortium for the Development of Professional Materials for Vocational Education 
through use of the DACUM Job analysis procedure on January 12-14, 1987. tducation 
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LOCAL ADMINISTRATOR TASK INVENTORY 



NOTE: PLEASE BE SURE YOU HAVE 
READ THE ABOVE INSTRUCTIONS 
CAREFULLY BEFORE PROCEEDING. 



Task Importance 

How Important Is the perfor- 
mance of this task In your lob 
as an administrator? 

(Circle one response) 



Task Difficulty 

How difficult do most admin- 
istrators find It to learn to 
perform this task correcMy? 

(Circle one response) 



TASK STATEMENTS 



Extreme I y 
Important 



Not 

Important 



Extremely 
Difficult 



DUTY A: PROGRAM PLANNING AND DEVELOPMENT, 
EVALUATION AM) IMPROVEMENT 

K Conduct occupational training program needs 

assessment 5 

2» Identify labor market needs 5 

3. Survey student Interests 5 

4. Identify current and potential labor market- 
supply 5 

5. Determine program feas I b1 II ty 5 

6. Uti II ze advisory committees 5 
7» Utilize general advisory council 5 

8. Establish program goals and objectives 5 

9. Develop program curriculum outline 5 

10. Review licensure, accreditation, and 
certification requirements 5 

11. Determine facl II ty, supply, and equipment q n 
needs 0\J ^ 
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4 
4 
4 
4 
4 
4 



3 
3 
3 
3 
3 
3 



2 
2 
2 
2 
2 
2 



0 
0 
0 

0 
0 
0 
0 
0 
0 



5 
5 
5 

5 
5 
5 
5 
5 
5 



4 
4 
4 

4 
4 
4 
4 
4 
4 



3 
3 
3 

3 
3 
3 
3 
3 
3 



2 
2 
2 

2 
2 
2 
2 
2 
2 



Extremely 
Easy 



0 
0 
0 

0 
0 
0 
0 
0 
0 



12. Determine personnel needs 

13. Establish program budget 

14. Prepare program proposal 

15. Secure external and Internal program 
approva Is 

16. Establish linkages with other service 
dsllverers 

17. Develop a program evaluation plan 

18. Establish criteria for program evaluation 

19. Analyze student enrollment and follow-up 
data 

20. Determine program cost and effectiveness 

21. Interpret and use research results for 
program development and Improvement 

22. Develop program modification plan based on 
evaluation data 

23. Design and/or participate In Institutional 
research studies 

24. Prepare annual program plan 

25. Develop long-range plan (e.g., program, 
facilities, and equipment) 

26. Reconnmend program policies 1o the 
administration and board 

27. Implement local board and administrative 
policies 
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Task Imoortance 



Task Difficulty 



DUTY B: CURRICULUM AM) INSTRUCrriONAL WNAGEMENT 

K Establish curriculum ctevelopmeiit and review 
procedures 

I 2* Comply with legal requirements and 
regulations 

3, Identify student competencies -ttiroug.i Job/ 
occupational analysis 

Verify (validate) occupational tasks locally 

5* Conduct task analysis as basis for curriculum 
development 

6., Search for and procure existing vocatlonal- 
technlcal curriculum 

7. AdDpt, adapt, or develop vocational - 
technical curriculum 

8. Defermlne program course sequence 

9. Defermlne related academic requirements 

10. Coordinate Identification of support course 
content 

-Ml. Encourage development of Integrated academic 
and vocational Instruction 

32 

12. Identify program articulation options 
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How Important Is the perfcr- How difficult do most admin- 
mance of -mis task In^^our Job Istrators find It to learn to 
as an administrator? perform this task correcfly? 



(Circle one response) 



(Circle one response) 



Extremely 
Important 



5 

5- 



5 
5 
5 



4 
4 
4 



3 
3 
3 



4 3 2 

4 3 2 

4 3 2 

4 3 2 



5 4 3 2 



5 4 3 2 



2 
2 
2 



5 4 3 2 

5 4 3 2 
5 4 3 2 



Nof 
Important 



0 
0 



0 
0 
0 



0 
0 



Extremely 
Difficult 



5 < 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 



3 
3 
3 



2 
2 
2 



5 4 3 2 

5 4 3 2 
5 4 3 2 



Extremely 
Easy 



0 
0 



0 
0 
0 



0 
0 



13, Establish program admission requirements 



M. Determine student progress reporting system 

15. Establish Instructor qualifications 

16. Determine Instructional delivery methods 

17. Facilitate selection of Instructional 
techniques 

18. Seek Instructional assistance from business 
and Industry 

19. Contract for training with private and public 
sectors when appropriate 

20. Evaluate curriculum and Instructional 
management function 

21. 

22. 

DUTY C: STUDENT SERVICES 

!• Recruit and select students 

2. Develop or assist In development of student 
handbook 

3. Comply with applicable federal and state 
statutes and regulations regarding students 

4. Develop and maintain student record-keeping 
systems 

5. Provide for student assessment services 

6. Provide guidance and counseling services 

7. Coordinate financial aid and scholarships 




Provide for student health services. 



Xask tmportance 



Task Dlfflcul-h^ 



How Important Is the perfor- How difficult do most admin- 
mance of ihls task In j^our Job Istrators find It to learn to 
as an administrator? perform this task correctly? 







(Circle one response) 


(Circle 


one response) 






Extremely 
Important 




Not 

inporTarrr 


Extremely 
Difficult 




Extremely 
Easy 


9. 


Provide for library and media services 


5 i 


1 3 


2 


I 0 


5 


4 


3 


2 


t 0 


10* 


Provide support services for special 
populations 


5 < 


1 3 


2 


t 0 


5 


4 


3 


2 


t 0 


IK 


Provide for cooperative work experience 


5 4 


3 


2 


t 0 


5 


4 


3 


2 


t 0 


12. 


Provide for student gDvernment activities 


5 4 


3 


2 


I 0 


5 


4 


3 


2 


I 0 


13. 


Provide for extracurricular activities 


5 4 


3 


2 


I 0 


5 


4 


3 




1 0 


14 . 


ri uv 1 w Tor vocaTionai student 
organizations (VSO) 


5 4 


3 


2 


0 


5 


4 


3 




1 0 


15 • 


ri«jviu0 itJi sTuaeni uiscipiine 


5 4 


3 


2 


0 


5 


4 


3 


2 


t 0 


16. 


Provide for student safety 


5 4 


3 


2 1 


0 


5 


4 


3 


2 


I 0 


17. 


Develop or assist with master schedule 
of classes 


5 4 


3 


2 1 


0 


5 


4 


3 


2 


I 0 


18. 


Schedule or assist with scheduling of 
students In classes 


5 4 


3 


2 I 


0 


5 


4 


3 


2 


I 0 


19. 


Provide for Job and educational transfer 
placements 


5 4 


3 


2 I 


0 


5 


4 


3 


2 


I 0 


20. 


Provide directory of external referral 
agencies 


5 4 


3 


2 I 


0 


5 


4 


3 


2 


I 0 


2t. 


Coordinate student and errployer follow-up^ - 
studies 34 


5 4 


3 


2 t 


0 


5 


4 


3 


2 


I 0 
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22. Provide for crisis Intervention 

23. Evaluate student services program 
24. 



DUTY 0: PERSONNEL mNAGEMENT 

!• Establish and maintain personnel management 
policies and procedures 

2. Comply with applicable state and federal 
statutes 

3. Develop personnel policies han(fl)ook(s) 

4. Recommend organizational structure 

5. Develop Job descriptions 

6. Recruit part-time and full-time personnel 

7. Screen and Interview applicants 

8. Select and recommend personnel for employmenl 

9. Arrange for substitute personnel 

10. Negotiate employment contracts 

11. Manage employment contracts 

12. Supervise faculty and staff 

13. Establish and maintain open oorwriunl cat Ions 
with personnel 

14. Orient new personnel to Institutional 
policies and procedures 




. Evaluate faculty and staff performance 



Xask Importance 



Task Difficulty 



16. Recognizo exemplary personnel performance 

17. Utilize duo process fcr making personnel 
a(y ustments 

18. Evaluate personnel management functions 
19. 



20. 



How Important Is the perfor- 
mance of -this task In your lob 
as an administrator? 

(Circle one response) 



Extremely 
Important 



5 
5 
5 
5 



4 3 2 

4 3 2 

4 3 2 

4 3 2 



Not 
Important 



0 
0 
0 
0 



How difficult do most admin- 
•Istrators find It to learn to 
p^^rform this task correcMy? 

(Circle one response) 



Extreme I y 
Difficult 



5 4 

5 4 

5 4 

5 4 



3 2 

3 2 

3 2 

3 2 



Extremely 
Easy 



0 
0 
0 
0 



DUTY E: BUSINESS AND FINANCIAL .MANAGEMENT 

1. Develop procedures for bus:.)ess and financial 
management 

2. Comply with legal requirements for purchasing 
and disposal 

3. Comply with legal requirements for auditing 
and reporting 

4. « Interpret and apply federal and state aid 

funding formulas 

5. Develop operational budgets 
--^ "6. Develop capital budgets 

7. Prepare bid specifications (e.g., services, 36 
supplies, and equipment) 

ERiC 



4 3 

4 3 

4 3 

4 3 

4 3 

4 3 

4 3 



5 4 3 2 10 

5 4 3 2 10 

5 4 3 2 1 0 

5 4 3 2 10 

5 4 3 2 10 

5 4 3 2 1 0 

5 4 3 2 1 0 



8« Provide for risk management 

0* Monitor pro(j;-am-generoted revenues 

10. Manage financial contracts and a^eements 

11. Monitor financial expenditures 

12. Manage restricted occouirfs 

13. Provide for student transpcrtatlon 

14. Provide and monitor student lunch program 
15* Invest funds as appropriate 

16. Borrow funds as needed 

17. Modify budgets as needed 

18. Prepare financial relnbursement documents 

19. Evaluate business and financial functions 

20. 

21. 



DUTY F: FACILITIES /\ND EQUIPMENT mNAGEMENT 

1» Establish procedures and policies for 
facility and equipment use 

2. Comply with health and safety requirements 

3. Interpret and apply requirements fcr 
construction of new facilities 

4. Provide facility design) /re no vat Ion 
specifications 

5* Establish procedure fcr seeking and acceptlr 
Q donated equipment and supplies 



Task I moor lance 



Task Difficulty 



How Inportant Is the perfcr- How difflcilt do most admin- 
mance of this task In your Job Istrators find It to learn to 
as an administrator? perform this task correctly? 







(Circle one 


response 




(Circle one response) 








Extremely 
Important 






Not 

Important 


Extreme 1 y 
Difficult 






Extremely 
Easy 


6* 


nainTain cQpiTai Gc^uipnisnT invenTory 


5 4 


3 


2 


t 0 


5 4 


3 


2 


1 


0 


7^ 




5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 


8. 


rivivtiw iw ec^uipnionT niQinTenance 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 


9« 


1 f w 1 t7\^u ipMK7iiT rop»iir 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 




r rov 1 oe Tc» laCiiiTy repair 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 


11. 


Provide for facility and equipment security 


5 4 


3 


2 


I 0 


5 4 


3 


2 






12. 


Provide for energy management 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 


13. 


Provide access for tl»e handicapped 


5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 


14. 


Arrange for rental of equipment and facilities 


5 4 


3 


2 


I 0 


5 4 


3 


2 


1 


0 


15. 


Evaluate the facilities and equipment 
management function 


5 4 


3 


2 


I 0 


5 4 


3 


2 


1 


0 


16. 




5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 


17. 




5 4 


3 


2 


1 0 


5 4 


3 


2 


1 


0 



DUTY G: PROFESSIONAL AND STAFF DEVELOPMENT 

1. Survey Inservlce training needs of staff 

2. Comply with state and local requirements 38 
^rwgordlng professional development 

ERIC 



Develop Individual personnel development 
plans for staff 



4« Provide In-house professional staff 
dsvelopmont program 

5. Facilitate staff participation In state 
department, college, university, and other 
training programs 

6. Facilitate technical Inservico training of 
Instructors 

7. Utilize Industry/business training programs 
to provide technical update to Instructors 

8. Arrange for faculty roturn-to-Industry 
oxperlenco 

9. Utilize assistance from government, military, 
and labor to provide technical update 

10. Encourage participation In professional 
organizations and conferences 

11* Arrange for staff participation and 
accreditation visits 

12* Arrange for staff participation In sabbaticals 

13. Develop management potential of personnel 

14. Develop personal plan for professional 
development of one's self 

15. Participate In professional meetings and 
programs for self-development 

16. Participate In professional organlz^itlons 

17. Evaluate effectiveness of staff developmr,nt 
program 

18. 



Task tnportance 



Task D]ff\fiu\fy 



Ho># Iqportont Is the perfor- 
mance of this task In your Job 
as an admlnlstratcr? 

(Circle one response) 



Mow difficult do most admin- 
istrators find It to learn to 
perform this task correctly? 

(Circle one response) 



DUTY Hi FESOURCE OevaOPJ€NT (FINANCIAL KC OTHER) 

K Establish procedures for resource dovelopmant 

2. Establish procedures for resource managonent 

3* Identify total resources needed 

4. Ictentlfy available resources (e.g., financial 
and other) 

5» Ccrrelato resource acquisition with program 
plan 

6. Secure appropriate approval for submission of 
propo^^als and applications 

7. Prepare resource fippllcatloos 

8. Prepare resource proposals (o.g.^ research, 
pilot, and dGTOostratlon pro-ams) 

9. Negotiate contracts and agreonents for 
resources/services 

10. Develop partnerships with business. Industry, 
and labor 

11. Secure approval from appropriating authority 
fo r mlllaoe or levy carpal go 
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5 
5 
5 



4 3 2 
4 3 2 
4 3 2 



5 4 3 2 

5 4 3 2 

5 4 3 2 
5 4 3 2 

5 4 3 2 

5 4 5 2 

5 4 3 2 

5 4 3 2 
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0 
0 

1 



0 
0 



5 
5 



4 
4 
4 



3 2 
3 2 



5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 

5 4 3 2 



0 
0 
0 



0 
0 



12* Comply with funding sources reporting 
requirements 

13. Maintain resource development records 

14. Maintain resource development database 

15. Lobby for financial resources and legislation 

16. Determine alternatives for continuing funded 
projects 

17. Evaluate resource development function 
18. 



19. 



DUTY I: M^RKEr^NG VOC\flONAL-TECHNICAL EDUCATION 

1. Develop marketing guide linos 

2. Develop a marketing plan 

3. Develop printed promotlonaj rurferlals (e.g., 
brochures, rows letters, press releases) 

4. Develop audiovisual promotional materials 
(e.g., slides, tapes, and videos) 

5. Develop specialized promotional materials 
(e.g., bumper stickers, pens, key chains, 
bl I (boards) 

6. Seek opportunities to make public 
presentations 

7. Establish and/or participate In special 
events (e.g., open houses, mall shows, fairs) 

8. Identify target groups for markaMng approach 
Q (e.g., students, counselors, parents, advisory 

ERJC 



Task Importance 



Task Difficulty 



How Important Is the perfor- How difficult do most admin- 
mancG of -mis task In your lob Istrators find It to learn to • 
as an administrator? perform this task correc+ly? 







(Circle 


one 


response 




(Circle one 


response) 






Extreme 1 y 
Important 


Not 

Important 


Extreme I y 
Difficult 




Extreme 1 y 
Easy 


9. 


Develop a fnarkatlna dlssdmlnatlon nim 


5 


4 


3 


2 


1 0 


5 4 3 


2 


1 0 


10. 


Utilize professional consultant services 


5 


4 


3 


2 


1 0 


5 4 3 


2 


1 0 


11. 


Arrange for the development of profess lonal- 
quallty promotional materials 


5 


4 


3 


2 1 


0 


5 4 3 


2 


1 0 


12. 


Participate actively in Vocational Education 
atlu f L.aii cuucaTion weeKs 


5 


4 


3 


2 1 


0 


5 4 3 


9 


1 u 


13« 


Coocdlnat© oronv^tlnn^l >4r+iwi+i^e i^i-i-u tu 

uiiiaiv pi vMiKji fuliai acriviTies wiTn Other 

educational agencies 


5 


4 


3 


2 1 


0 


5 4 3 




1 0 


14. 


^wfi\ \n KJUKfi imi(3i ass isTanoe froin others 
(e.g., money, chanter of commerce) 


5 


4 


3 


2 1 


0 


5 4 3 


2 


1 0 


15. 


Determine effectiveness of marketing plan 


5 


4 


3 


2 1 


0 


5 4 3 


2 


1 0 


16. 




5 


4 


3 


2 1 


0 


5 4 3 


2 


1 0 


17. 




5 


4 


3 


2 1 


0 


5 4 3 


2 


1 0 


DUTY J: PUBLIC RELATIONS 


















1. 


Seek out and make use of all opportunities 
to create a positive Image for vocational 
education 


5 


4 


3 


2 1 


0 


5 4 3 


2 


1 0 


2. 


Comply with Freedom of Information and i? n 
PrI vacy Acts ^ ^ 


5 


4 


3 


2 1 


0 


5 4 3 


2 


1 0 
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3. Maintain attractive physical eppearanco 
of facilities 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


- 0„ 


A* Establish and maintain positive personal 
relationships 


5 


4 


3 




U 




4 


3 


2 1 


0 


5* Participate In civic and professional groups 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


6. Provide Inservlce training for faculty and 
staff for public relation programs 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


7. Encourage faculty and staff to participate 
In professional and civic groups 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


8. Encourage students to provldQ community 
services 


5 


4 


3 


2 1 


V 


c 
? 


4 


3 


2 1 


0 


9. Establish a speakers bureau 


5 


4 




9 1 


U 


5 


4 


3 


2 1 


0 


10. Establish procedures for press releases 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


11. Cultivate positive relationships with ciher 
educational agencies 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


12. Serve on Interna 1 /externa 1 boards, counsels, 
and committees 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


13. Idantlfy and work with community opinion 
leaders 


5 


4 


3 


2 1 


0 


15 


4 


3 


2 1 


0 


14. Give public recognition to student and staff 
achlevemefits 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


15. Give public recognition to supporters of 
vocational education 


5 


4 




9 t 
z 1 


u 


c 
D 


4 


3 


2 1 


0 


16. 


5 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


17. 


5 . 


4 


3 


2 1 


0 


5 


4 


3 


2 1 


0 


DUTY K: ECONOMIC DEVELOPMENT 






















!• Develop a oomorehens 1 ve nian icr^ -^h^ ri:^ 1 1 u/u^i/ 
-j^^" of economic development services 


5 4 
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3 


2 1 


0 


5 


4 


3 


2 1 


0 



Task Importance 



Task Difficulty 



How Important Is the perfor- How difficult do most_ admln- 
mance of this task In your Job Istrators find It to learn to 
as an administrator? perform this task correctly? 







(Circle one 


response) 


(Circle one response) 






E>ctremely 
Important 






Not 

Important 


Extremely 
Difficult 






Extremely 
Easy 


2. 


Develop an crganiz at tonal structure for 
providing economic development services 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


3. 


Secure funds fcr economic development 
activities 


5 


4 


3 


2 


1 0 




4 


3 


2 


1 0 


4. 


Apply appropriate marketing strategies for 
economic development 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


5. 


Provide Inservlce training for staff on 
economic development 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


6. 


Produce descriptive materials describing 
economic development capabilities 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


7. 


Establish linkages /partner ships with business. 
Industry, labor, government, and the military 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


8. 


Establish linkages with ofher economic 
devetonment arv^ncv nravt ders 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 


9, 


Conduct on —site needs assessment for 
specific Industries 


5 


4 


3 


2 


1 0 


5 " 


4 


3 


2 


1 0 


10 ♦ 


Con dud* Job and task analysis as basis for 
training programs 


5 


4 


3 


2 


l 0 


5 


4 


3 


2 


1 0 


11. 


Provide technical assistance to Industry 


5 


4 


3 


2 


l 0 


5 


4 


3 


2 


1 0 




Provide customized training 


5 


4 


3 


2 




5 


4 


3 


2 


1 0 


13. 
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Provide technology transfer services 


5 


4 


3 


2 


1 0 


5 


4 


3 


2 


1 0 



ERIC 



14. Initiate seminars, workshops, and courses 
for entrepreneurs 

15. Establish small business Incubator program 

16« Supplement economic development agency 
services 

17. 

18. 



DUTY L: PROGRAM ARTICULATION 

K Determine need for and benefits of program 
articulation 

2» Develop plan and procedures for articulation 

3. Involve other agencies for articulation 
purposes 

4. Establish Inner-agency articulation committee 
^* Develop articulation agreements 

6. Maintain and renew articulation agreements 

7. Encourage coordinated planning to avoid 
duplication of effort 

8. Establish procedures for granting credit cr 
waiver of requirements 

9. 



10. 



PNn 11 - GENERAL INFORNtATION 



]• Name of school /col lege you are employed by 



2. Educational level of agency (check one) secondary postsecondary ^ both secondary and postsecondary 

3. Your present Job title ^ 



4. Title of the person you report fo 



5. Highest level of formal education you have completed (check one): 

High school d. Master's degree 

Associate's degree ^e. Doctoral degree 

_c. Bachelor's degree f. other, please specify 



6. What Is the total number of vocational -technical Instructors/teachers under your supervision 



7- What type of educatlon/trol ning did you receive for your Job as vocational administrator (check all that apply;? 



. Took general education administrator courses 

_b. Took vocational education administrator courses 

_c* Used competency-based administrator modules 

_ d. Completed self-study materials 

e. Attended workshops 



. f» Learned by doing 

. g^ Participated In supervised Internship 

. h. Participated In e>cternshlp program 

\. Other, please specify 



8, How adequate was the training you Initially received as an administrator (check one)? 

a Very adequate c. Inadequate e. ReceWed none 

Adequate d. Very Inadequate 
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9. Please list up -to six worker traits or attitudes that you feel are most Irrpcrtant to a successful administrator: 



d. 

^- . . 

^- f. 



10. What type of training materials would be most valuable for new administrators? 

a. Competency-based modules c- Sel f -study materials 

b- Ac*n!n!strator guides d. Other, please specify 



11. Please list "Uo or more references that you have found most valuable In your Job: 
a* 

b. 

c. 

d* 



12» In the space provided, please Indicate: 

a. whether you would be Interested In serving as a consultant to develop Instructional packa es for 
administrators? 



Yes No 



If yes, please Indicate your particular area(s) of strength and expertise: 



(2) 



b. whether you have previously developed competency-based Instructfonal materials? 
Yes No If yes, what type and how many? 



13 • Comments : 
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THANK YOU VERY MUCH FOR COMPLETING THIS INVENTORYl 



APPENDIX B 



COVER LEHER 
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The Ohio State University 




THE NATIONAL CENTER 
FOR RESEARCH IN VOCATIONAL ECUCATION 



March 26, 1987 



1960 Kenny Road 
Columbus, Ohio 43210-1090 



Phone: 614—486-3655 

Cable: CTVOCEDOSU/Columbus. Ohio 



At our request, your state director of vocational education 
has nominated you as an administrator who is well-qualified to 
assist us with an important research task. By nominating you, 
in accordance with our selection criteria, your state director 
has identified you as one of the most capable local administra- 
tors of vocational education in your state. We hope you will 
find time in your busy schedule to give us the type of informa- 
tion that only a person in your position can provide. 

We are committed to developing additional competency-based 
instructional materials that will help present and future 
administrators achieve greater competence through effective 
training. Before we can develop such materials, we must have 
the help of expert practitioners in identifying the competen- 
cies that really make a difference, and for which training is 
most important. ^ 

Won't you please take the time now or in the next five working 
days to complete the enclosed "Administrator Task Inventory"' 
Your responses to the inventory will contribute significantly 
to our research .efforts, and more importantly, help establish a 
better basis upon which future training materials and programs 
for local administrators can be developed. We have enclosed a 
National Center pen for your convenience in responding to the 
inventory and a list of the materials already developed, for 
your information. jr i' , i-ui 

Your professional assistance in this important endeavor will be 
very much appreciated and if I can ever be of assistance to 
you, I hope you will feel free to contact me. 

Sincerely, 



Robert E. Norton 
Consortium Director 

REN/st 
Enclosures 
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APPENDIX C 
FOLLOW-UP LEHER 



ERIC 



50 



The Ohio Stat* Unhrerslty 




THE NATWNAl CENTER 
FOR RESEARCH IN VOCATIONAL EDUCATION 



1960 Kenny Road 
Columbus. Ohio 43210-1090 



May 12, 1987 



Phone: 614-M86-3655 

Cable: CTVOCEDOSU/Columbus, Ohio 



We recently mailed you an "Administrator Task Inventory" and asked for 
your assistance in verifying the administrator task statements contained 
in It. You were one of a select group of local administrators recom- 
mended by state directors to assist us in this important research 



We have received many responses to the inventory (over 60%) and they 
promise to be a tremendous aid to our research efforts. However, we 
would really like a 100 percent response to positively verify these 
task statements and are hoping for everyone's help. 

We feel that your input is very important to our findings. Your 
responses will help our multi state Consortium develop competency-based 
instructional materials that are on target for you and other 
administrators. 

We are enclosing another questionnaire in case the first one has been 
mislaid. We hope that you will help us by finding time to complete it 



Thank you for your assistance. 
Sincerely, 

Robert E. Norton 
Consortium Director 

REN/me 
Enclosure 



effort. 
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APPENDIX D 



SUMMARY OF RESPONSES TO 27.0 ADMINISTRATOR TASKS TN TFRH<: OF 
THE PERCEIVED IMPORTANCE m LEARNING DIFrJSlT? Sf ™ tXsK 



Results of a National Survey to Identify and 
Verify the Importance of and the Difficulty of 
Learning to Perform 210 Vocational Administrator Tasks 
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SUWARY OF RES»^CW:€S TO 210 /^MINISTRAT! VE TASKS IN TERMS OF PERCEIVED IKPORTANCE AND LEARNING DIFFICULTY OF EACf< TASK 



CJI 

o 



DUTY A: PROGRAM PLANNIM3 AND 

DEVELOPKENT, EVALUATION 
AUD IMPROVEMENT 

!• Conduct occupotlonol training 
program noods assessment 

2. Identify labor market noods 

3. Survey student Interests 

4. Identify current and potential 
labor market oupply 

5. Dotormlno (.rogram feasibility 

6. Utilize advisory committees 

7. Utilize general advisory 
oounci I 

8« Establish program goals and 
objectives 

9. Develop program curr leu I urn 
outline 

10. Review licensure^ accredita- 
tion, and certif Icotloo 
requirements 

11. Deterrr!no"*focl llty, supply, 
^2 equipment needs 

ERIC 



of Re- 
spond- 
ents 



126 
128 
128 

127 
127 
128 

127 

128 

128 

128 
128 



How Important Is the performance of ttils task 
In your Job as on administrator? 

if Responding) 



Mn 



4.13 48.4 2Q.4 15.9 2.4 



4.27 50.0 35.9 10.2 



•8 



4.14 40.9 41.7 12.6 2.4 
4.47 54.3 40.2 3.9 1.6 
4.33 52.? 35.9 7.0 3.1 



4.49 64.1 26.2 7.0 .8 



4.20 47.7 33.6 13.3 3.9 



.8 3.2 
.8 2.3 



30.5 37.5 26-6 2.3 . 8 2.3 



2.4 



1.6 



3.78 35.4 32.3 16.5 10.2 1.6 3.9 



1.6 



4.00 43.0 35.2 11.7 3.9 1.6 4.7 



3.78 32.8 28.9 26.6 8.6 3.6 1.6 



of Re 
spond- 
ents 



1.6 



123 
12? 
125 

124 
126 
126 

125 

126 

124 

125 
126 



How difficult do most ad-nlnlstrators find It 
to learn to perform this tasi^ correctly? 
i% Responding) 



Mn 



3.26 4.9 35.8 43.1 13.0 3.3 

3.27 13.6 28.8 35.2 16.0 6.4 

2.40 1.6 11.2 30.4 40.0 16.0 .8 

3.38 16.9 32.3 31.5 11.3 7.3 .8 

3.49 13.5 38.9 34.9 8.7 4.0 

2.81 7.1 26.2 28.6 18.3 18.3 1.6 

2.76 5.6 26.4 27.2 22.4 i6.0 2.4 

3.35 4.8 40.5 38.1 12.7 2*4 .8 

3.00 4.0 32.3 33.9 21.0 7.3 1.6 

2.58 5.6 15.2 32.8 27.2 16-0 3.2 



3.04 5.6 27.0 38.1 24.6 4.8 
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12. Oe+ermlne personnel needs 

13. Establish program budget 

14. Prepare program proposal 

15. Secure externa i and Internal 
program approvals 

16. Establish linkages with other 
service deliverers 

17. Develop a program evaluation 
plan 

18. Establish criteria for program 
evaluation 

0,19. Analyze student enrollment and 
*^ fol low-up data 

20. Determine program cost and 
effectiveness 

21. Interpret and use research 
results for program develop- 
ment and Improvement 

22. Develop program modification 
plan based on evaluation data 

23. Design and/or participate In 
Institutional research studies 

24. Prepare annual program plan 

25. Develop long-range plan (e.g., 
program, facilities, and 
equipment) 



128 
128 
127 

127 

128 

127 

127 

128 

128 

128 

128 

125 
128 



4.38 58.6 26.6 11.7 1.6 . 8 .8 

4.52 71.1 18.8 6.3 1.6 2.3 

4.31 *>1.2 32.3 14.2 1.6 .8 

4.28 51 .2 27.6 19.7 1.6 

3.77 26.6 34.4 32.0 4.7 1.6 .8 

4'.31 44.9 43.3 11.0 .8 



4.26 44.9 41.7 11.0 .8 



3.97 26.6 49.2 20.3 3.1 



4.06 28.1 52.3 18.0 .8 



1.6 



3.98 32.8 42.2 21.1 .8 .8 2.3 



4.23 46.1 32.8 18.8 2.3 



.8 



.8 



3.08 12.0 25.6 34.4 19.2 4.0 4.8 
3.99 37.5 37.5 15.6 6.3 1.6 1.6 



128 4.45 58.6 28.9 11.7 .8 



126 
125 
127 

126 

125 

125 

126 

126 

127 

127 

126 

121 
125 

126 



ERIC 
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3.06 7.1 23.8 45.2 16.7 5.6 1.6 

3.26 8.8 38.4 30.4 16.0 4.8 1.6 

3.39 15.0 32.3 33.9 15.0 3.9 

3.02 6.3 24.6 39.7 23.0 6.3 

3.30 12.8 28.8 37.6 18.4 1.6 .8 

3.65 19.2 39.2 27.2 9.6 4.0 

3.56 16.7 38.9 29.4 8.7 4.8 .8 

2.83 6.3 15.9 42.1 27.0 7.1 1.6 

3.58 19.7 37.0 26.8 14.2 2.4 

3.54 15.0 38.6 34.6 9.4 2.4 

3.39 7.1 38.9 35.7 15.9 1.6 

3.22 13.2 28.1 33.1 19.8 5.0 .8 

3.21 10.4 23.2 48.8 12.8 4.0 .8 

3.76 24.6 37.3 29.4 7.9 .8 
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57 
ERIC 







r ' 


.How 


Important Is the oerfcrmance of this 


task 


# 


How difficult do most admlnl«itrafnrc finH 


It 






of Re- 


In your Job 


as an administrator? 






of Re- 


to learn to perform this task correctly? 






spond- 






(% Responding) 






spond- 




Responding) 








ents 












ents 












Mn 


5 


4 3 2 


1 


0 




Mn 


5 4 3 2 1 


0 


26 • 


rvtT^A^iiiiioiiu prograiii poijciGS to 
























the administration and board 


128 


4.29 


48.4 


33.6 16.4 1.6 






127 


3.05 


6.3 26.0 41.7 18.9 6.3 


.8 


27. 


Implement local ooord and 
























administrative policies 


128 


4.47 


61.7 


25.0 12.5 


•8 




■ 127 


2.72 


. «' *Vj ./ i. \ •J 12. 0 


1.6 


DUTY B: CURRICULUM AND INSTRUCTIONAL 
























MANAGEMENT 






















1 . 


Establish curriculum development 
























and review procedures 


128 


4.13 


40,6 


38.3 18.0 1.6 




1.6 


126 


3.35 


10-3 "^l-? P AT T '5 

IV/.-' J \ • 1 *K? .O O.^ J %£. 


1.6 


2. 


Comply with legal requirements 
























and regulations 


128 


4.34 


60.2 


21.9 14.1 2.3 


.8 


.8 


126 


3.00 






3. 


Identify student competencies 
























through Job/occupatlonal 
























analysis 


127 


3.76 


27.6 


40.2 24.4 1.6 


.8 


5.5 


120 


3.30 


11.7 32.5 38.3 12.5 1.7 


3.3 


4. 


Verify (validate) occupational 
























tasks locally 


128 


3.54 


19.5 


41.4 25.8 6.3 


.8 


6.3 


122 


3.12 


13.1 21.3 37.7 21.3 4.9 


K6 


5. 


Conduct task analysis as basis 
























for curriculum development 


127 


3.57 


28.3 


32.3 21.3 9.4 


3.1 


5.5 


121 


3.32 


14.9 34.7 28.1 15.7 3.3 


3.3 


6. 


Search for and procure existing 
























vocatlonal-t^echnlcal curriculum 


128 


3.69 


24.2 


35.9 30.5 


1 fx 


2.3 


124 


2.41 


3.2 9.7 33.9 33.9 16.9 


2.4 


7. 


Adopt, adapt, or develop 
























vocational -technical curriculum 


127 


3.84 


29.1 


41 .7 20.5 4.7 


.8 


3.1 


123 


3.03 


7.3 26.0 37.4 23.6 3.3 


2.4 


8. 


Determine program course 
























sequence 


128 


3.61 


26.6 


38.3 19.5 6.3 


3.9 


5.5 


122 


2.76 


4.1 20.5 37.7 26.2 8.2 


3.3 



58 



en 
to 



g. 


L/^i ^1 til 1 ti^ rwiaiwj aCaQ^miC 

requirements 


127 


3.71 


24.4 


43.3 


19.7 


7.1 


2.4 


3.1 


125 


{2.81 


7.2 


18.4 


40.0 


21.6 


8.0 


to* 


Coordinate Identification of 

SUDDOrt miincA /v^n4-An4- 


126 


3*49 


19*8 


35.7 


32.5 


3.2 


3.2 


5.6 


120 


1 
1 
1 

{2.93 
I 


5.0 


25.8 


38.3 


22.5 


5.0 


11* 


Encourage development of Inte- 
yi aiou acaoofiiJC ano vocaTJOnai 
Instruction 


128 


4.06 


36.7 


42.2 


14.8 


3.1 


2.3 


.8 


126 


i 
1 

3.64 


27.8 


29.4 


26.2 


11.9 


4.8 


12* 


Iddfltlfv Drnnr/tm Mr+T^n 1 »4-t«*tM 
1 u^ii 1 1 1 7 pi wyi am ai i i cu 1 ax 1 On 

options 


126 


3.83 


26.2 


42.1 


25.4 


3.2 


1.6 


1.6 


123 


3.37 


15.4 


22.8 


47.2 


12.2 


2.4 


13. 


wsiuuii^ii pi v/yi alii aomission 
requirements 


126 


3.33 


19*8 


32.5 


27.8 


7.1 


5.6 


7.1 


120 


2.61 


5.0 


11.7 


40.8 


29.2 


8.3 


14* 


t^vi iiii 9iu(X7iii pioyross 

reporting system 


127 


3*41 


22*0 


32.3 


27.6 


6.3 


6.3 


5.5 


122 


2.65 


4.9 


16.4 


35.2 


28.7 


1K5 


15. 


Establish InQ+nir^frtf* miAlt.. 

f Icatlons 


128 


4*18 


52.3 


29.7 


9.4 


3.9 


1.6 


3.1 


126 


2.72 


2.4 


21.4 


41.3 


19.8 


11.1 


16. 


Determine InQ+nir^f tnnA I /-L:^! ti«A*«i* 
III 1 1 1 1 uui 1 (/I la 1 09 1 1 very 

methods 


128 


3*59 


25.8 


30.5 


29.7 


5.5 


.8 


7.0 


123 


3.13 


7.3 


33.3 


39.0 


9.8 


6.5 


17. 


Fact 1 It fit ft cAlor*+trtn tM#>4-MiiM 
» *^ * 1 1 1 a 1 9 5K7 1 wui 1 vil OT ] nSTrUC"" 

tlonal techniques 


128 


3.44 


22.7 


28.9 


32.0 


8.6 


1.6 


6.3 


120 


3.03 


5.8 


30.8 


35.8 


17.5 


8.3 


18* 


Seek Instry-:rtIonal assistance 

from buslnd*^*-. nnH tnHne+f-u 


126 


3.73 


28.9 


33.6 


22.7 


8.6 


1,6 


3.9 


125 


3.14 


13.6 


28.8 


24.8 


24.0 


8.8 


19* 


Contract for training whn 
private and public sectors 
when appropriate 


126 


3.17 


21.4 


24.6 


27.8 


11.1 


5.6 


9.5 


121 


2.71 


5.0 


24.8 








20., 


Evaluefe currj.cu.lum^and^ Instrucr 
tlonal management function 


126 


4.00 


38.1 


37.3 


15.9 


6.3 




2.4 


123 


3.46 


M.6 


40.7 


28.5 


9.8 


5.7 
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60 



4:^ 



DUTY C: STUDENT SERVICES 

1. r^ecrult and select students 

2. Develop or assist In development 

of student handbook 

3. Comply with applicable federal 

and state statutes and regula- 
tions regarding students 

4» Develop and maintain student 
record -keeping systems 

5. Provide for student assessment 
services 

6. Provide guidance and counseling 
services 

7. Coordinate financial aid and 
scholarships 

8. Provide for student health 
services 

9. Provide for library and media 
services 

10. Provide support services for 
special populations 

11 • Provide for cooperative work 
exper I ence 



61 



# .How Important Is the performance of this task 
of Re-jln your Job as an administrator? 
spond-i {% Responding) 

ents ; 

Mn 5 4 3 2 1 0 



128 



128 



128 



3.68 42.2 23.4 15.6 " 5.5 5.5 7.8 



3.26 13.3 35.2 32.0 9.4 3.9 6.3 



4.27 56.3 26.6 10.9 1 .6 3.1 1 .6 



128 3.77 34.4 55.9 13.3 5.5 3.1 7.0 



128 



128 



126 



125 



125 



126 



125 



3.68 24.2 43.0 20.3 6.3 1.6 4.7 



3.76 41 .4 27.3 13.3 7.0 5.5 5.5 



2.88 22.2 23.0 19.0 9.5 8.7 17.5 



2.38 11.2 '15.2 27.2 13.6 12.0 20.8 



3.38 20.0 32.0 28.0 9.6 6.4 4.0 



3.84 32.5 34.9 23.0 5.6 1.6 2.4 



3.70 31 .2 31.2 25.6 4.8 2.4 4.3 



of Re- 
spond 
ents 



124 



124 



125 



122 



124 



How difficult do most administrators find it 
to learn to perform this task corrccrly? 
(? Responding) 



Mn 



1 



3.19 19.4 17.7 37.1 15.3 8.9 1.6 



2.32 2.4 11.3 39.5 31.4 12.9 2.4 



2.94 8.8 24.0 32.0 24.0 10.4 .8 



2.72 4.9 15.6 43.4 22.1 10.7 3.3 



2.98 8.1 20.2 43.5 19.4 8.1 .8 



120 2.79 7.5 15.0 41.7 22.5 11.7 1.7 



118 



116 



120 



123 



2.60 8.5 13.6 43.7 25.4 8.5 9.3 



2.21 4.3 6.0 34.5 26.7 18.1 10.3 



2.45 3.3 5.8 41 .7 33.3 13.3 2.5 



3.35 10.6 35.0 38.2 12.2 3.3 .8 



120 2.97 5.0 20.0 46.7 19.2 5.8 2.5 
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12. Provide for student government 
activities 


123 


2.36 


4.9 


17.9 


30.9 


17.9 


11.4 


17.1 


114 


2.18 


1.8 


5.3 


31.6 


33.3 


19.3 


7.9 


13. Provide for extracurricular 
activities 


123 


2.46 


8.9 


17.9 


30.9 


11.4 


14.6 


16.3 


114 


2.12 


3.5 


7.0 


27.2 


34.2 


16.7 


11.4 


14. Provide for vocational student 
organizations (VSO) 




3.39 


27.8 


127.0 


22.2 


9.5 


6.3 


7.1 


119 


2.68 


3.4 


21 .8 


33.6 


24.4 


14.3 


2.5 


15. Provide for student discipline 


124 


3.34 


33.9 


23.4 


16.9 


6.5 


7.3 


12.1 


118 


2.84 


7.6 


17.8 


35.6 


24.6 


11.0 


2.5 


16. Provide for student safety 


125 


4.36 


64.0 


22.4 


8.0 


.8 


.8 


4.0 


120 


3.00 


5.8 


24.2 


42.5 


20.0 


6.7 


.8 


17. Develop or assist with mas+ftr 
schedule of classes 


126 


3.84 


40.5 


28.6 


18.3 


4.0 


4.8 


4.0 


122 


2.98 


9.0 


23.8 


34.4 


23.0 


8.2 


K6 


18. Schedule or assist wl+h c<^hoH- 
ullngof students In classes 


124 • 


2.97 


. 18.5 


23.4 


25.8 


7.3 


11 .3 


12.9 


115 


2.70 


5.2 


13.9 


42.6 


23.5 


13.0 


1.7 


, 19» Provide for lob and eduratlnnni 
' transfer placements 


123 


3.26 


21.1 


30.1 


25.2 


10.6 


3.3 


9.8 


115 


2.77 


.9 


27.0 


35.7 


23.5 


11.3 


1.7 


20 • Provide directory of oirhftrnal 
referral agencies 


123 


2.49 


4.9 


16.3 


36.6 


20.3 


8.9 


13.0 


115 


2.23 




9.6 


30.4 


38.3 


16.5 


5.2 


21- Coordinate student and enployer 
fol low-up studies 


125 


3.77 


35.2 


31.2 


22.4 


2.4 


4 .0 




ton 


JmUZ 


7.5 


25.8 


37.5 


20.0 


8.3 


.8 


22. Provide for crisis Intervention 


124 


2.99 


17.7 


23.4 


29.8 


8.9 


9.7 


10.5 


117 


3.28 


18.5 


97 A 


OQ 1 


1 R A 
1 ]) .4 


6.8 


2.6 


23. Evaluate student services program 


124 


3.48 


24.2 


37 .9 




5 .o 


4.0 


8.1 


119 


2.85 


5.9 


19.3 


42.0 


22.7 


6.7 


3.4 


DUTY D: PERSONNEL KWNAGENENT 


































K Establish and maintain personnel 


































manafv^mAn'l' nr%l1/«lAc t%w%A wr«i^_ 
iMuiia^^M^ii 1 puiicitTS ano pro 

cedures 


125 


4.18 


43.2 


42.4 


9.6 


.8 


1.6 


2.4 


125 


3.38 


10.4 


36.8 


36.8 


13.6 


.8 


1.6 


2. Comply with applicable state and 
federal statutes | 


126 


4.41 


62.7 


24.6 


7.9 


2.4 




2.4 


124 


3.02 


8.1 


25.0 


41.1 


13.7 


11.3 


.8 
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64 



01 
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o 

ERIC 



3. Develop personnel policies 
handbook (s) 

4. Rdconvnend organizational 
structure 

5« Develop Job descriptions 

6« Recruit part-time and full-time 
personnel 

7. Screen and Interview applicants 

8« Select and reconinend personnel 
for employment 

9* Arrange for substitute personnel 

10* flegotfate employment contracts 

11 ♦ Manage employment contracts 

12. Supervise faculty and staff 

13* Establish and maintain open 
communications with personnel 

14« Orient new personnel to Institu- 
tional policies and procedures 

15« Evaluate faculty and staff 
performance 

16. Recognize exemplary personnel 
performance 



I 

of Re- 
spond 
ents 



123 

125 
125 

126 
125 

126 
125 
123 
121 
125 

123 

125 

123 

119 



How Important Is the performance of this task 
In your Job as an administrator? 

{% Responding) 



Mn 



4.80 83.7 13.8 K6 



1 



3.68 33.3 31 .7 20.3 5.7 2.4 6.5 

3.89 34.4 37.6 16.8 6.4 3^2 1.6 

3.98 37.6 37.6 16.8 4.0 1.6 2.4 

4.20 49.2 30.2 12.7 3.2 1.6 2.4 

4.30 55.2 28.8 12.8 .8 2.4 

4.51 68.3 20.6 8.7 .8 1.6 

2.92 15.2 25.6 25.6 12.8 11.2 9.6 

3.29 33.3 24.4 15.4 4.1 9.8 13.0 

3.57 38.0 25.6 15.7 7.4 2.5 10.7 

4.44 64.0 27.2 4.8 .8 3.2 



4.29 47.9 35.3 16.0 



•8 



4.15 47.2 31.2 16.8 1.6 .8 2.4 



4.60 76.4 17.1 1.6 1.6 1.6 1*6 



•8 



of Re 
spond 
ents 



120 

123 
123 

124 
123 

125 
120 
119 
117 
123 

122 



122 



118 



How difficult do most administrators find It 
to learn to perform this task correctly? 
i% Responding) 



Mn 



1 



2.94 9.2 19.2 45,0 13.3 10.0 3.3 

2.96 6.5 23.6 43.1 13.0 13.8 

2.94 4.1 18.7 52*8 16.3 8.1 

3.12 8.1 27.4 41.9 14.5 7.3 .8 

3.31 12.2 30.1 40.7 11.4 4.9 .8 

3.38 13.6 30.4 41.6 9.6 4.0 .8 

2.33 4.2 9.2 32^5 31.7 14.2 8.3 

3.37 30.3 19.3 26.9 11.8 4.2 7.6 

3.18 14.5 23.9 39.3 14.5 2.6 5.1 

3.69 22.0 43.1 22.0 8.9 3.3 .8 

3.71 27.0 37.7 23.0 4.1 8.2 



i23 ?-78 4.9 17.9 42.3 22.8 9.8 2*4 



3.85 30.3 40.2 18.0 7.4 4.1 



3.27 13.6 28.8 37.3 12.7 6.8 .8 
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17. Utilize due process for making 
personnel acUuslments 

18. Evaluate personnel management 
functions 



118 



119 



4.41 55.9 43.7 6.8 .8 



1.7 



4.03 34.5 45.4 13.4 3^4 1.7 1.7 



116 



117 



3.50 14.7 42.2 26.7 12.1 3.4 



3.47 18.8 29.9 43.2 9.4 4.3 2.6 



DUTY E: BUSINESS AND FINANCIAL 
MANAGEMENT 

K Oovolop procedures fa- business 
and financial management 

2. Comply with legal requirements 
for purchasing and disposal 

3. Comply with legal requirements 
for auditing and reporting 

a\ 4. Interpret and apply federal and 
state aid funding formulas 

5. Develop operational budgets 

6* Develop capital budgets 

7. Prepare bid specifications (e.g. 
services^ supplies, and 
equipment) 

8. Provide for risk management 

9. Monitor program-generated 
revenues 

10. Manage financial contracts and 
agreements 

11. Monitor financial expenditures 

12. Manage restricted accounts 
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124 

124 

124 

123 
124 
123 

123 
117 

122 

121 
123 
119 



3.86 40.3 33.9 13.7 3.2 1.6 7.3 



4.05 48.4 28.2 15.3 1.6 5.6 



4.23 57.3 24.2 12.1 1 .6 



4.51 69.4 19.4 7.3 2.4 



4.39 57.7 31.7 7.3 
3.73 39.5 29.4 18.5 



4.8 



3.85 43.1 33.3 9.8 2.4 2.4 8.9 



1.6 



4.15 52.8 27.6 11 .4 1.6- 3.3 3.3 

3.63 34.1 30.1 19.5 3.3 6.5 6.5 

3.21 19.7 35.0 21 .4 6.8 5.1 12.0 

3.65 35.2 27.9 20.5 4.9 5.7 5.7 

3.77 29.8 38.8 2^5 3.3 1.7 5.0 

•8 2.4 



2.5 10.1 



U9 3.33 13.4 34.5 33.6 10.9 5.0 2.5 

121 2.93 6.6 26*4 36.4 1 7.4 10.7 2.5 

122 2.98 6.6 30.3 34.4 15.6 9.0 4.1 

117 3.28 13.7 31.6 35.0 10.3 6.8 2.6 

123 3.38 12.2 34.1 42.3 5.7 2.4 3.3 

121 3.42 14.9 33.9 37.2 8.3 4.1 1.7 

120 3.18 13.3 27.5 34.2 15.8 6.7 2.5 

112 3.20 16.1 25.0 38.4 8.9 6.3 5.4 

118 3.00 5.1 22.9 46.6 19.5 4.2 1.7 

120 2.96 5.0 23.3 43.3 21 .7 4.2 2.5 

122 3.00 4.9 22.1 48.4 19.7 2.5 2.5 
115 2.78 4.3 18.3 47.8 18-3 3.5 7.8 
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13. Provide for risk management 

14* Provide and monitor student 
lunch program 

15 • Invest funds as appropriate 

16* Scrrow funds as needed 

17. Modify budgets as needed 

18. Prepare financial relrrbursement 
documents 



g 19. Evaluate business and financial 



functions 



DUTY F; FACILITIES AND EQUIPMENT 
MANAGEMENT 

1. Establish procedures and policies 
for facility and equipment use 

2. Comply with health and safety 
requirements 

3. Interpret and apply requirements 
for construction of new 
facilities 

4. ^rovlde facility design/ 
renovation specifications 



§ 

of Re- 
spond 
ents 



116 



111 
114 
114 
120 

120 

119 



124 



124 



123 



124 



How Important Is the performance of this task 
In your Job as an administrator? 

Responding) 



Mn 



2.48 15.5 20.7 16.4 13.8 11.2 22.4 



1.45 5.4 13.5 11.7 

2.52 21.9 18.4 18.4 

N70 9.6 11.4 16.7 

3.83 31.7 35.8 25.8 



9.0 10.8 49.5 
5.3 3.5 32.5 
9.6 7.0 45.6 



1.7 



5.0 



3.47 32.5 25.8 21.7 5.0 5.8 9.2 



3.42 26.9 29.4 23.5 5.9 7.6 6.7 



3.94 38.7 31.5 21.8 4.0 1.6 2.4 



4.28 56.5 27.4 11.3 .8 



.8 3.2 



3.55 35.0 26.3 18. V 6.5 3.3 9.8 



3.64 31.5 36.3 15.3 6.5 



of Re- 
spond- 
ents 



105 

96 
106 
101 
113 

lit 

116 



How difficult do most administrators find It 
to learn to perform this task correctly? 
($ Respofioing) 



Mn 



1 



123 



122 



119 



2.17 4.8 5.7 35.2 21.9 21.0 11.4 

1.69 1.0 7.3 26.0 18.8 18.8 28.1 

2.60 9.4 24.5 29.2 10.4 6.6 19.8 

2.22 7.9 16.8 26.7 12.9 8.9 26.7 

3.20 2.5 33.9 46.6 11.0 2.5 2.5 

2.83 3.6 20.7 42.3 24.3 7.2 1.8 

3.07 7.8 31.9 34.5 15.5 6.0 4.3 



2.97 6.5 17.1 50.4 20.3 4.1 1.6 



3.03 8.2 22.1 39.3 26.2 3.3 .3 



3.26 12.6 34.5 31.9 13.4 2.5 5.0 
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2.4 8.1 120 3.43 13.3 39.2 34.2 7.5 2.5 3.3 



70 



cn 



5, 


Establish procedure for seeking 


































and accepting donated ec^uiprr^nt 




















1 














and supplies 


123 


3.47 


17.1 


• %\j 




7.3 


3.3 


4.1 


122 


2.67 


2.5 


12.3 


48.4 


25.4 


9.8 


6. 


Maintain capital equipment 


































^Inventory 


127 


3.63 


34.6 


28.3 


18.9 


8.7 


2.4 


7.1 


123 


2.67 


6.5 


12.2 


41 .5 


23.6 


13.8 


1. 


Establish equipment neplacerront 


































schedu le 




3.72 


23.6 


42-5 


26.8 


1.6 


.8 


4.7 


124 


2.94 


6.5 


21.8 


41.1 


22.6 


6.5 


8. 


Provide for eauloment nvil n+^^nanr-c 


107 


3.61 


29.1 


33.1 


26.0 


2.4 


.8 


8.7 


: 122 


2.66 


4.1 


13.1 


43.4 


26.2 


10.7 


9. 


Provide for equipment repair 


\ 126 


3.56 


28.6 


31.7- 


25.4 


4.0 


1.6 


8.7 


121 


2.53 


1.7 


9.1 


46.3 


28.9 


11.6 


10. 


Provide for facility repair 


i 

1 126 


3.50 


24.6 


32.5 


28.6 


5.6 




8.7 


121 


12.72 

1 


4.1 


7.4 


50.4 


28.9 


5.0 


11. 


Provide for facility and equip- 




















1 














ment security 


Ml 


3.45 


28.3 


29.9 


22.8 


6.3 


2.4 


10.2 


122 


i 

2.61 


3.3 


13.9 


41.0 


26.2 


13.1 


12. 


Provide for energy management 


125 


3.10 


17 .6 






5.6 


6.4 


12.0 


117 


2.83 


9.4 


19.7 


35.0 


18.8 


14.5 


13. 


Provide access for the handi- 


































capped 


125 


3.74 


36.0 


Jc, •O 


lo .4 


2.4 


2.4 


8.0 


121 


2.84 


5.8 


20.7 


33.9 


26.4 


10.7 


14. 


Arrange for rental of equipment 


































and facilities 


124 


2.73 


11.3 


20.2 


29.8 


15.3 


8.1 


14.5 


119 


2.09 


.8 


5.9 


33.6 


28.6 


23.5 


15. 


Evaluate the facilities and 


































equipment management function 


122 


3.57 


26.2 


32.8 


23.8 


6.6 


2.5 


7.4 


119 


2.91 


6.7 


18.5 


47.1 


16.8 


8.4 


DUTY 


G: PROFESSIONAL AND STAFF 














■ 




















DEVELCPMEm" 
































1. 


Survey Inservlce training needs 


































of staff 




4*12 


38.1 


43.7 


14.3 


1.6 


.8 


1.6 


124 


3.06 


10.5 


25.8 


33.1 


21.0 


8.9 


2. 


Comply with state and local 


































requlrernents regarding pro- 


































fessional development 


126 


3.79 


31.7 


35.7 


22.2 


4.8 


1.6 


4.0 


124 


2.61 


5.6 


9.7 


42.7 


25.8 


13.7 



O 



10. 



12. 



Develop Individual personnel 
development plans for staff 

Provide In-house professional 
staff development program 



jof Re- 
jspond- 
ents 



126 



127 



Facilitate staff participation In; 
state department, college, unl- ! 
verslty, and other training ! 



programs 



127 



6. Facl II tate technical Inservlce j 
training of Instructors i 127 

I 

7. Utilize Industry/business train- I 
Ing programs to provide technical | 
update to Instructors | 127 

I 

8- Arrange for faculty neturn-to- j 



Industry experience 



Utilize assistance from govern- \ 
mnf, military, and labor to 
provide technical update 

Encourage participation In pro- 
fessional organ Iza'Mons and 
conferences 

Arrange for staff participation 
and accreditation visits 

Arrange for staff participation 
In sabbaticals 



73 



127 



127 



127 



127 



123 



How Important Is the performance of this task 
In your Job as an administrator? 

i% Responding) 

Mn 5 4 3 2 1 0 

3.79 30.2 39.7 18.3 6.3 1.6 4.0 

4.00 29.9 48.8 16.5 2.4 .8 1.6 



3.84 25.2 44.9 22.8 4.7 



3.97 33.9 42.5 15.0 6.3 



2.4 



2.4 



3.80 26.8 44.1 18.9 5.5 1.6 3.1 



3.59 24.2 37.8 18.1 11 .0 2.4 5.5 



3.13 15.7 29.9 29.1 11 .0 5.5 8.7 



4.00 31 .5 44.1 19.7 2.9 



3.65 27.6 30.7 29.9 7.1 .8 3.9 



2.37 9.8 17.1 26.8 13.8 11.4 21.1 



# How difficult do most administrators find It 
of Re-' to learn to perform this task correctly? 
spond-j (? Responding) 

ents ' 

Mn 5 4 3 2 1 0 



I 



123 j3.33 16.3 29.3 28.5 17.1 7.3 .8 



126 13.06 6.3 29.4 39.7 14.3 8.7 1.6 



125 j2.72 6.4 13.6 37.6 30.4 12.0 



125 3.04 9.6 23.2 36.0 24.0 7.2 

124 ,3.02 12.1 21.8 31.5 25.8 8.1 .8 

i 

123 3.29 22.0 24.4 26.0 17.1 9.8 .8 

122 j2.87 10.7 19.7 32.0 25.4 8.2 4.1 

i 
I 

126 2.70 7.9 19.0 30.2 23.0 17.5 2.4 

123 2.48 4.1 13.8 30.1 33.3 15.4 3.3 
114 2.02 12.3 7.0 19.3 25.4 21-9 14.0 
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13. 


Develop management pcrf-entlal of 
personne 1 






97 A 


TCI n 


27 .0 


9.5 


1.6 


4.0 


1 122 


'3.48 


18.0 


36.1 


25.4 


11*5 


6.6 


1.6 


14. 


Develop personal plan for pro- 
fessional cJevelopment of one's 
self 


1 97 


A no 


JO •O 


40.9 


15.0 


3.1 


.8 


1.6 


i 

1 
1 


3.09 


12.8 


22.4 


40.0 


12.8 


9.5 


2.4 


15. 


Participate In professional 
n^eetlngs and programs for self- 
developrrent 


126 


i 

:4.24 


42.1 


42.1 


15.1 






•8 


i 

i 


2.58 


2.4 


12.0 


41.6 


24.0 


IS. 4 


.8 


16. 


Participate In professional 
organizations 


127 


,'4.26 


45.7 


39.4 


12.6 


.8 


.8 


.8 


\ 

126 


2.37 


3.2 


7.1 


34.9 


29.4 


21.4 


3.2 


17. 


Evaluate effectiveness of staff 
cteve lopment program 


127 


i 

1 4.13 

1 


44.1 


34.6 


16.5 


1.6 


.8 


2.4 


125 

1 


1 

!3.38 

1 
1 


17.6 


30.4 


33.6 


11.2 


4.8 


2.4 


DUTY 


H: RESOURCE DEVELOPNENT 
(FINANCIAL AND OTHER) 


















t 

1 


1 

1 

i 














1. 


Establish procedures for 
resource development 


118 


3.59 


25.2 


35.0 


26.8 


5.7 


1.6 


5.7 


118 


1 

*3.36 


13.6 


35.6 


33.1 


11.0 


5.1 


1.7 


2. 


Establish procedures for 
resource management 


123 


3.72 


27.6 


38.2 


22.8 


4.9 


2.4 


4.1 


120 


3.33 


10.0 


39.2 


32.5 


11.7 


5.0 


1.7 


3. 


Identify total resources needed 


124 


4.07 


41 .9 


30.6 


22.6 


3.2 


.8 


.8 


123 


3.44 


14.6 


36.6 


34.1 


7.3 


7.3 




4. 


IcJentIfy aval lable resources 
(e.g., financial and other) 


125 


4.07 


38.4 


40.0 


16.8 


2.4 




2.4 


123 


3.29 


7.3 


36.6 


39.0 


13.0 


3.3 


.8 


5. 


Correlate resource acquisition 
with program plan 




j»o / 




■^7 A 


22.8 


3.3 




4.1 


119 


3.23 


11 .8 


26.9 


44. f 


12.6 


3.4 


.8 


6. 


Secure aooroDr 1 ate nnnrnvA 1 -fr*- 
submission of proposals and 
app 11 cat Ions 


125 


3.77 


26.4 


40.8 


22.4 


7.2 




3.2 


123 


2.78 


6.5 


19.5 


35.0 


26.0 


10.6 


2.4 


7. 


Prepare resource applications 


124 


3.62 


21.0 


39.5 


28.2 


5.6 


3.2 


2.4 


121 


3.11 


6.6 


28.9 


38.8 


19.8 


5.8 





ERIC 



75 



76 



8# Prepare resource proposals (e.g», 
research, pi lot, and demonstra- 
tion programs) 

9. Negotiate contracts and agree- 
ments for resources/services 

10. Develop partnerships with busi- 
ness. Industry, and labor 

11 • Secure approval from appro- 
priating authority for ml 1 1 age 
or levy campaign 

\2* Comply with funding sources 
^ reporting requirements 

13. Maintain resource development 
records 

14. Maintain resource development 
dataJjase 

15. Lobby for financial resources 
and legislation 

16. Determine alternatives for con- 
tinuing funded projects 

17. Evaluate resource development 
function 



# 

of Re 
spond 
ents 



124 



123 



122 



117 



126 



122 



122 



122 



123 



117 



Ho« imeoH^ant. Is the performance of this task 0 How difficult do most administrators find 
in your Job as an administrator? Lf Re- to learn to perform this task correctly? 

i% Responding) jspond-l i% Responding) 



Mn 



Jents 



3.75 25.8 41.9 21.8 5.6 1.6 3.2 



3.46 20.3 34.1 28.5 8.1 5.7 3.3 



4.30 49.2 32.8 13.9 1.6 



120 



121 



1.6 I 120 



Mn 



2.33 18.8 16.2 16.2 6.8 12.0 29.9 



4.18 49.2 27.0 19.8 1.6 .8 1.6 



102 



125 



3.57 22.1 37.7 24.6 9.8 2.5 



3.3 i 118 



3.48 19.7 36.1 28.7 7.4 4.1 4.1 



3.78 35.2 36.1 13.9 5.7 4.1 4.9 



3.91 30.1 44.7 17.1 4*1 2.4 1.6 



3.60 22.2 39.3 26.5 5.1 1.7 5.1 



120 



118 



121 



114 



3.49 15.8 36.7 31.7 12.5 3.3 



3.26 9.9 31.4 43.0 8.3 5.8 



3.63 20.0 39.2 27.5 10.0 3.3 



2.73 16.7 19.6 23.5 15.7 8.8 



2.93 4.8 20.8 45.6 20.3 7.2 



2.68 2.5 13.6 M.9 28.0 10.2 



2.83 6.7 17.5 42.5 20.8 10.8 



3.70 24.6 43.2 17.8 7.6 5.1 



3.71 17.4 43.8 28.1 7.4 



2.5 



3.M 9.6 34.2 41.2 8.8 4.4 
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DUTY I: mRKETING VOCATIONAL- 
TECHNICAL EDUCATION 



1. Develop marketing guidelines 

2. Develop a marketing plan 

3. Develop printed promotional 
materials (e.g., brochures, 
newsletters, press releases) 

4. Develop audiovisual promotional ! 
materials (e.g., slides, tapes, j 
and videos) 

5. Develop specialized promotional 
materials (e.g., bumper stickers, 
pens, key chains, billboards) 

6. Seek opportunities to make 
CO public presentations 



127 
127 



3.74 30.7 33.1 24.4 6.3 2.4 3.1 
3.90 41.7 29.1 17.3 4.7 3.1 3.9 



127 3.64 29.9 36.2 15.7 8.7 4.7 4.7 



7. Establish and/or participate In 
special events (e.g., open 
houses, mall shows, fairs) 

8. Identify target youps for 
marketing approach (e.g., 
students, counselors, parents, 
advisory groups) 

9. Develop a marketing dissemi- 
nation plan 

10. UtI II ze professional consultant 
services 



127 



126 



126 



127 



127 



125 



125 



3.53 24.4 33.9 25.2 7.1 5.5 3.9 

2.76 11 .9 21 .4 29.4 15.1 12.7 9.5 

4.02 37.3 35.7 20.6 4.0 2.4 

3.95 33.1 36.2 24.4 4.7 1.6 



4.03 38-6 34.6 21.3 3.9 



1.6 



3.66 27.2 37.6 20.8 8.0 1.6 4.8 
2.98 12.0 28.0 24.0 18.4 10.4 6.>; 



125 
124 

122 

122 

120 
125 

!26 



3.47 
3.64 



16.8 34. < 
23.4 37.9 



32.8 12.0 
25.0 7.3 



3.2 .8 
5.6 .8 



2.98 7.4 26 . 2 35 . 2 20 . 5 9.8 .8 



3.16 12.3 27.0 35.2 17.2 



6.6 1.6 



123 



122 



118 



2.53 4.2 18.3 30.0 26.7 15.0 5.8 



2.83 7.2 20.0 38.4 19.2 13.6 1.6 



2.66 4.0 17.5 39.7 22.2 12.7 4.0 



3.02 9.8 22.8 40.7 14.6 10.6 1.6 



3.26 9.8 36.1 36.9 8.2 



5.7 3.3 



2.43 3.4 15.3 30.5 29.7 14.4 6.8 



79 



80 



4> 



11. Arrange for the development of 
professional -quality promotional 
ma-terlals 

12. Participate actively In Voca- 
tional Education and American 
Education Weeks 

13. Coordinate promotional activi- 
ties with other educational 
agencies 

14. Sook promotional assistance from 
others (e.g., money, chamber of 
corrmerco) 

15. Ootermlne effectiveness of 
marketing plan 



i How Important Is the performance of this task ^ # 
of Re-jin your Job as an administrator? 
spond-' i% Responding) 

ents [ 

Mn 5 4 3 2 1 



iof Re- 
*spond- 
ents 



^ 124 j 3.48 19.4 54 . 7 25.6 10.5 4.8 3.2 . 118 



125 



122 



125 



117 



CUTY J: PUBLIC RELATIONS 

K Seok out and make use of all 
opportunities to create a 
positive Image for vocational 
education 

2. Comply with freedom of Informa- 
tion and Privacy Acts 

3. Maintain attractive physical 
appearance of facilities 



I 

3.60 28.0 32.8 24.0 5.6 5.6 4.0 1 122 



3.52 19.7 36.9 29.5 6.6 4.1 3.3 

3.33 16.8 36.8 27.2 8.0 4.0 7.2 
3.98 39.3 32.5 18.8 6.0 3.4 



125 



122 



123 



4.53 67.2 24.8 4.8 .8 1.6 .8 



4.14 51 .6 21 .3 19.7 4.9 1.6 .8 



119 



119 



115 



121 



119 



How difficult do most administrators find It 
to learn to perform this task correctly? 
i% Responding) 

5 4 3 2 1 0 



2.88 6.8 20.3 44.1 15.3 \0.2 3.4 



2.4 3 2.5 10 . 7 35 . 2 29.5 16 . 4 4.9 



2.76 4.2 20.2 37.0 26.1 10.9 1.7 



2.93 8.4 25.2 37.0 15.1 9.2 5.0 



3.62 23.5 33.9 29.6 7.0 6.1 



3.58 21.5 31.4 35.5 6.6 5.0 



2.68 5-9 13.4 39.5 27.7 10.9 2.5 



81 



4.32 53.7 33.3 7.3 3.3 1.6 .8 120 2.88 8.3 19.2 38.3 21.7 11.7 

82 



cn 



4. Establish and maintain positive 
personal relationships 

5. Participate In civic and pro- 
fessional groups 

6. Provide In«;ervlce training for 
faculty and staff for public 
relation programs 

7. Encourage faculty and staff to 
participate In professIon6l and 
civic groups 

8« Encourage students to provide 
community services 

9. Establish a speakers bureau 

10. Establish procedures for press 
releases 

11. Cultivate positive relationships 
with other educational agencies 

12. Serve on Interna I /externa I 
boards, counsels, and committees 

13- Identify and work with oormiunlty 
opinion leaders 

14. Give public recognition to 
student and staff achievements 

15. Give public recognition to sup- 
porters of vocational education 



123 
124 

123 

125 

124 
123 

124 

125 

125 

125 

124 

124 



4.69 72.4 24.4 3.3 



4.17 40 . 3 38 . 7 19.4 . 8 .8 



3.86 31 .7 35.0 26.0 4.9 



2.4 



3.93 31.2 36.8 28.0 2.4 .8 .8 

3.32 21.0 26.6 29.0 13.7 6.5 3.2 

2.78 8.1 22.0 34.1 15.4 8.9 10.6 

3.44 21 .0 38.7 20.2 i;.9 6.5 4.8 

4*17 40.0 40.0 ,6.8 3.2 

4.04 31.2 44.8 20.8 3.2 



3.99 37.6 32.8 24.8 2.4 



4.31 50.0 34.7 12.9 1.2 



4.36 50.8 34.7 13.7 .8 



.8 1.6 



120 , 3.18 13.3 25.8 35.0 18.3 5.3 1.7 



121 '2.62 2.5 11.6 44.6 28.1 13.2 



119 ; 2.99 4.2 22.7 49.6 16.0 6.7 .8 



122 2.80 10.7 13.1 37.7 23.0 15.6 



119 2.79 

114 I 2.26 

i 



6.7 18.5 
.9 14.9 



36.1 24.4 
28.1 30.7 



14.3 

16.7 8.8 



118 j2.47 1 .7 12.7 42.4 21.2 17.8 4.2 



123 12.89 3.3 22.8 42.3 23.6 8.1 



123 



122 



122 



122 



2.72 4.9 14.6 43.1 24.4 11.4 1.6 



3.12 11 .5 25.4 36.1 17.2 9.8 



2.59 2.5 14.8 43.4 21.3 14. S 3.3 



2.66 2.5 15.6 45.9 20.5 13.1 2.5 



83 



84 



DUTY K: ECONOMIC OEVBL0Pf€NT 



of Re- 
spond- 
ents 



I 



1. Develop a comprehensive plan 
for the delivery of economic 
development services 

2. Develop an organizational 
structure for providing 
economic development services 

3. Secure funds for economic 
development activities 

4. Apply appropriate marketing 
str6i*egles for economic 
development 

5. Provide Inservlce training for 
staff on economic development 

6. Produce descriptive materials 
describing economic development 
capabi I Itles 

7. Establish linkages/partnerships 
with business, Industry, labor, 
government, and the military 

8. Establish linkages with other 
economic developmant agency 
providers 

9. Conduct on-site needs assess- 
ment for specific Industries 



How Important Is the performance of tlils task 
In your Job as an administrator? 

i% Responding) 



Mn 



1 0 



107 



122 



122 



122 



122 



123 



125 



125 



122 



3.29 31 .8 20.6 20.6 10.3 5.6 11 .2 

3.19 21 .3 29.5 23.8 9.0 4.9 11.5 

3.08 20.5 28.7 20.5 11 .5 6.6 12.3 

3.01 18.0 32.0 17.2 11.5 8.2 13.1 

3.03 18.0 28.7 22.1 12.3 6.6 12.3 

2.87 17.1 24.4 22.8 12.2 11 .4 12.2 

3.95 40.8 35.2 13.6 3.2 3.2 4.0 

3.57 31.2 36.8 11.2 7.2 5.6 8.0 

3.12 21.3 31.1 17.2 9.0 10.7 10.7 



of Re 
spond 
ents 
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113 



113 



112 



113 



112 



120 



118 



114 



How difficult do most administrators find If 
to learn to perform this task correctly? 
(% Responding) 

Mn 5 4 3 2 1 0 



3.52 23.2 35.4 25.3 7.1 4.0 5.1 



3.45 11.5 41.6 31.9 6.2 5.3 2.7 



3.38 20*4 32.7 27.4 8.0 7.1 4.4 



3.45 17.0 39.3 25.9 10.7 3.6 3.6 



3.12 9.7 31.9 31.9 16.8 6.2 3.5 



2.91 6.3 24.1 41.1 16.1 8.0 4.5 



3.34 13.3 29.2 41.7 10.8 4.2 .8 



3.21 10.2 30.5 38.1 14.4 5.1 1.7 



18 12.3 31.6 34.2 10.5 6.1 5.3 
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10. 


Conduct Job and task analysis 
as basis for training programs 








n 

jO •{) 


14 .0 


6.5 


6.5 


8.9 


115 


3.33 


9.6 


38.3 


34.8 


11.3 


5.2 


.9 


11. 


Provide technical assistance 
to Industry 


125 








10 A 

I0.4 




6.4 


8.8 


116 


3.30 


10.3 


36.2 


35.3 


10.3 


6.9 


.9 


12. 


Provide customized training 


125 


3.67 


38.4 


30.4 


10.4 


8.0 


6.4 


6.4 


118 


3.45 


10.2 


40.7 


33.9 


8.5 


5.1 


.8 


13. 


Provide technology transfer 
services 


120 


3.20 


22.5 


32.5 


19.2 


5.8 


8.3 


11 .7 


109 


3.26 


12.8 


31.2 


36.7 


10.1 


6.4 


2.8 


14. 


Initiate seminars, workshops, 
and courses for entrepreneurs 


123 


3.29 


23.6 


32.5 


19.5 


6.5 


8.9 


8.9 


114 


3.08 


13.2 


23.7 


36.8 


14.0 


8.8 


3.5 


15. 


Establish small business 
Incubator program 


122 


2.79 


16.4 


22.1 


22.1 


15.6 


10.7 


13.1 


110 


3.36 


19.1 


30.9 


30.0 


9.1 


8.2 


2.7 


16. 


Supplement economic development 
agency services 


121 


2.92 


14.0 


27,3 


28.1 


9.9 


8.3 


12.4 


111 


3.11 


11 .7 


29.7 


28.8 


20.7 


5.4 


3.6 


DUTY L: PROGRAM ARTICULATION 


































1. 


Determine need for and benefits 
of program articulation 


125 


4.02 


39.2 


37.6 


lb. 2 


4.0 


2.4 


1.6 


122 


3.29 


12.3 


31.1 


35.2 


16.4 


4.1 


.8 


2. 


Develop plan and procedures for 
articulation 


125 


3.99 


39.2 


35.0 


16.8 


3.2 


2.4 


2.4 


122 


3.43 


18.0 


31.1 


34.4 


9.8 


4.9 


1.6 


3. 


Involve other agencies fcr 
articulation purposes 


1 




jO .O 




17.1 


1 .6 


4.1 


1 .6 


120 


3.32 


13.3 


29.2 


40.8 


10.0 


5.8 


«8 


4. 


Establish Inner-agency articula- 
tion oommlttee 


1 £.J 








24 .8 


8.0 


3.2 


4.8 


120 


2.97 


8.3 


21.7 


40.8 


18.3 


9.2 


1.7 


5. 


Develop articulation agreements 


125 


3.99 


40.0 


32.8 


14.4 


7.2 


3.2 


1.6 


122 


3.32 


13.9 


30.3 


37.7 


10.7 


6.6 


.8 


6. 


Maintain and renew articulation 
agreements 


124 


3.82 


31 .5 


34.7 


20*2 


7.3 


4.0 


1.6 


121 


2.93 


7.4 


19.8 


30.0 


21.5 


11.6 


.8 
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Encourage coordinated planning 
to avoid duplication of effort 

Establish procedures for granting 
credit or waiver of requirements 



# 

of Re- 
spond- 
ents 



124 



124 



How Inportant Is the performance of this task 
In your Job as an administrator? 

{% Responding) 



Mn 



1 



4.06 37.1 41 .9 14.5 3.2 2.4 .8 



4.02 41.1 33.9 16.1 5.6 1.6 1.6 



# ^How difficult do most administrators find It 
of Re-ito learn to perform this task correctly? 
spond-: 
ents 



i% Responding) 



i Mn 



121 



1 



122 i 3.30 14.8 29.5 32.0 18.9 4.1 .8 



3.45 21 .5 28.1 29.8 14.9 5.8 
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LOCAL ADMINISTRATORS OF VOCATIONAL EDUCATION 
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COMPETENCIES IMPORTANT TO SECONDARY AND POST-SECONDARY 
LOCAL ADMINISTRATORS OF VOCATIONAL EDUCATION 

Master List of Categories and Task Statements* 

CATEGORY A: Program Planning, Development, and E valuation 

1 . Survey student and parent interests. 

2. Collect and analyze manpower needs assessment data. 

3. Direct occupational task analysis for use in curriculum development. 

4. Direct the Identification of entry-level requirements for jobs. 

5. Involve community representatives in program planning and development. 

6. Obtain state and federal services and resources for program development. 

7. Cooperate w.-h district, county, regional, and state aijencies in developing and operating vocational programs. 

8. Prepare annual program plans. 

9. Prepare and update long-range program plans. 

10. Develop overall vocational program goals. 

11. Coordinate district curriculum development efforts. 

1 2. Approve courses of study. 

13. Establish school admission and graduation requirements. 

14. Recommend program policies to the administration and board. 

15. Implement local board and administrative policies. 

16. Interpret and apply state and/or federal vocational education legislation. 

17. Interpret and apply otiiar relevant state and federal legislation (such as CETA). 

18. Develop plans for evaluating instructional programs. 

19. Direct self -evaluation of the district vocational programs. 

20. Involve external evaluation personnel-in assessing program effectiveness. 

21. Design and select instruments for evaluating the instructional program. 

22. Evaluate the effectiveness of the instructional program. 

23. Initiate student and employer follow'Up studies. 

24. Analyze student and employer follovvup studies. 

25. Recommend curriculum revisions based on evaluation data. ^ 

26. Assess student testing and grading procedures. i 

27. Analyze the school's and community's feelings tovward educational change. 

28. Write proposals for the funding of new programs and the improvement of existing programs. 
2fi. Coordinate local demonstration, pilot, and exemplary programs. 

30. Design and oversee local research studies. 

31 . I nterpret and use research results for program development and improvement. 

32. Daveloo supplemental/remedial instructional programs to meet student needs. 
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CATEGORY B; Instructional Management 

33. Establish Instructional program entry and completion requirements. 

34. Establish student rules and policies (suCh as attendance and discipline). 

35. Enforce nudent rules and policies. 

36. Design and oversee student progress reporting procedure;. 

37. Prepare a master schedule of course offerings. 

38. Guide staff in selecting and using effective instruction?^ strategies (such as individualized instruction) . 

39. Establish and implement a curriculum design that will achieve the school's instructional goals. 

40. Guide staff in integrating and articulating the vocational program with the total educational program. 

41. Promote the integration of vocational student organizational activities into the instructional program. 

42. Provide for cooperative education programs. 

43. Provide for supplemental/remedial instructional programs. 

44. Provide for special needs programs. 

45. Provide for adult/continuing-education programs. 

46. Guide the articulation of secondary and postsecondary vocational program objectives. 

47. Approve selection of instructional equipment. 

48. Approve selection of instructional materials. 

49. Maintain a learning resources ccraer for nudents. 

CATEGORY C; Student Servic es 

50. Oversee student recruitn-ient activities. 

51 . Oversee school admission services. 

52. Arrange for work study programs. 

53. Oversee student guidance and testing services. 

54. Oversee student job placement and follow-up services. 

55. Provide for a student record-keeping system. 

56. Interpret and apply student rights, laws, and regulations. 
CATEGORY D: Personnel Mana(| amflnt 

57. Prepare and recommend personnel policies, 

58. Prepare and maintain a personnel handbook. 

59. Assess program staffing requirements. 

60. Prepare job descriptions. 

61. Establish staff selection and recruitment procedures. 

62. Recruit and interview potential staff. 

63. Recommend potential staff to the administration and board. 

64. Participate in negotiating staff working agreements. 

65. Establish staff grievance procedures. 

66. Resolve staff grievances and complaints. 

67. Interpret the staff benefits program. 

68. Counsel and advise staff on professional nwtters. 

69. Schedule »*taf f work loads. 
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70. 
71. 
72. 
73. 
74. 
75. 
76. 
77. 
78. 
79. 
80. 



Schedule staff leaves, vacations, and sabbaticals. 
Oversee the work of teachers and other school personnel. 
Provide for a staff record-keeping system. 
Plan and crnduct staff nieetings. 

Prepare bulletins and other communications designed to keep staff informed. 
Observe and evaluate staff performance. 
Recommend staff promotions and dismissals. 

Provide guidance to the staff on lega! matters affecting the school program. 

Interpret and apply licensing and certification regulfftions. 

Interpret and apply labor laws end regufations. 

Interpret and apply affirmative action laws c»nd regubtions. 



CATEGORY E; Staff Development 
81 . Assess staff development needs. 

Assist in the preparation of individual staff profiles. 
Counsel with staff regarding peisonnel development needs and activities. 
Establish and maintain a staff learning resources center. 
Conduct workshops and other inservice programs for professional personnel. 
Arrange for workshops and other inservice programs for professional perwnnel. 
Provide for inservice programs for supportive personnel. 
Provide for preservice programs for professional personnel. 
Arrange for staff exchanges with business and industry. 
Evaluate staff development programs. 
CATEGORY F: Professional Relations and Self^Develooment 



82 
83, 
84, 
85. 
86. 
87. 
88. 
89. 
90. 



91. 

92. 

93. 

94. 

95. 

96. 

97. 

98. 

99. 
100. 
101. 
102. 
103. 
104. 
105. 
106. 



Maintain ethical standards expected of a professional educator. 

Develop and maintain professional relationships with other administrators. 

Develop and maintain professional reletronb.hios ^Atb state department of education personnel. 

Develop and maintain relationships with personn^J in professional organizations. 

Particrpato in professional organizations. 

Participate in professional meetings for self-::T:pfovement. 

Promote professional image through personal appearance and conduct. 

Assist with the development of state and/or federal plans for vocational education. 

Par?icipate in the development of vocational education legislation. 

Prepare policy and commendation statements. 

Represent teacher interests and concerns to other administrators and the board. 
Develop effective interpersonal skills. 

Read and use Information from professional journals, reports, and related materials for self-improvement. 
Apply management by objectives (MBO) techniques to personal work assignments. 
Develop cooperative problem-solving and decision-making skills. 
Assess personal performance as an administrator. 
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CATEGORY G: School»Communlty Relations 

1 07. Develop a plan for promoting good public relations. 

108. Prepare and recommend public relations and communications policies, 

109. Coordinate use of occupetlonal (craft) advisory committees. 

1 10. Organize and work with a general vocational advisory wuncll, 

111. Develop working relationships with employers and agencies. 

1 1 2. Prepare and recommend cooperative agreements with other agMicies, 

113. Involve community leaders (political and non-political) in school programs and activities. 

1 14. Participate in school organizations. 

1 1 5. Participate in community organizations. 

115. Promote good relationships between vocational and general education mfi, 

1 17. Encourage staff partici^tion in community civic, service, and social organizations. 

118. Promote cooperative efforts of parent «nd teacher groups. 

1 1 9. Conduct conferences with individuals relative to the vocational programs. 

120. Meet and confer with visitors. 

'j21 . Conduct informational programs for the public (such as open house and car^r awareness programs). 

122. Make public presentations on school programs and activities. 

123. Conduct public hearings and meetings on school issues. 

1 24. Conduct orientation programs for students and staff. 

125. Conduct recognition programs for students, staff, and community supporters. 

126. Plan for exhibits and displays 

127. Develop materials to promote the vocational programs. 

128. Write news releases for school and area media. 

129. Obtc'n and analyze informal feedback about the school. 

130. Evaluate the public relations program. 

131. Interpret and apply public "righx-to-know" laws and regulations. 

CATEGORY H; Facilities and Equipment Management 
Assess the need for physical facilities. 
Conduct land and facility feasibility studios. 
Recommend building sites. 
Recommend the selection of an architect. 
Oversee architectural planning. 
Submit facility and equipment specifications. 
Analyze building and equipment contract bids. 
Recommend acceptance of new building. 
Procure equipment and furnishings. 
Plan space requirennents for programs. 
Assign space according to priority needs. 

Develop and implement an equipment and supply inventory system. 
Establish preventive maintenance program for equipment and facilities, 

74 

95 



145. Interpret and apply health anU safety laws and regulations. 

146. Develop and implement safety programs. 

1 47. Establish emergency p.'ans (such as fire and disaster). 

148. Establish and oversee a security pro<)ram. 

149. Schedule and oversee community's use of facilities. 

150. Develop long«range facility and equipment plans. 

151 . Prepare and submit renovation and alteration plans. 

CATEGDRY I: Business and Financial Management 

152. Prepare and recommend financial policies. 
133. Establish purchasing and payment procedures. 

154. Ests^.'tsh receiving and shipping procedures. 

1 55. Prepare and regulate operational budgets. 

1 56. Prepare and regu^.ite program budgets. 

157. Prepare and regulate capital hiiprovement budgets. 

15B. Prepare long-range budgets based on total program requirements. 

159. Adopt an appropriate financial accounting system. 

160. Analyze the cost of operating various instructional programs. 

161. Locate sources of funds for program development and operation. 

162. Approve all major expenditures. 

163. Approve requisitions and work orders. 

164. Determine insurance coverage needs. 

165. Respond to business* correspondence. 

166. Prepare local, state, snd federal repons. 
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SIGNIFICANT DIFFERENCES (T-TEST) IN THE IMPORTANCE OF 
ADMINISTRATIVE TASKS AS PERCEIVED BY SECONDARY 
VERSUS POSTSECONDARY LEVEL ADMINISTRATORS 



Results of a National Survey to Identify and 
Verify the Importance of and the Difficulty of 
Learning to Perform 210 Vocational Administrator Tasks 
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TASK STATE^€NTS IDENTIFIED AS HAVING SIGNIFICANT DIFFERENCES (T-TEST) 
IN THE IMPORTANCE OF ADMINISTRATIVE TASKS AS PERCEIVED 
BY SECOtOARY VERSUS POSTSECOfOARY LEVEL ADMINISTRATORS 



TASK 

A-23» Design and/or participate 
In Institutional research 
studies 

B-2# Comply with legal require- 
ments and regulations 

B-l* Adopt, adapt, or develop 
voc at 1 01 la I -t^ch n 1 ca I 
currlcu lum 

B-14* Dei*erm1ne studeni progress 
reporting system 

B-16« Dei'ermlne Instructional 
delivery methods 

C-2. Develop or assist In develop- 
ment of student handbook 



2-Ta1 1 Nunber 
Probabi I Ity Secondary 
Value Respondents 



.033 



.023 



.029 



.015 



.022 



.030 



C^3. Comply with applicable federal 
and state statutes and regula- 
tions regarding students .036 

C-5. Provide for student assessment 

services .001 

C-6. Provide guidance and counseling 

services ,014 

C-10. Provide support services for 

special populations .009 

C-ll« Provide for cooperative work 

experience .001 

C-14. Provide for vocational student 

organizations (VSO) .000 

C-15. Provide for student discipline .006 

C-r. Provide for student safety .007 



51 
52 

51 
51 
52 
52 

52 

52 

52 

51 

50 

.51 
50 
51 



Nunber 
Postsecondary 
Respondents 



49 



Secon dar y Pos tsecon dary 
Mean Mean 



49 

49 
49 
49 
49 

49 

49 

49 

49 

49 

49 
48 
49 



2.73 
4.65 

4.00 
3.59 
3.88 
3.42 

4.50 

4.08 

4.10 

4.20 

4.12 , 

4.10 
3.62 
4.69 



3.27 
4.24 

3.51 
2.90 
3.20 
2.86 

4.02 

3.27 

3.39 

3.61 

3.22 

2.59 
2.65 
4.04 
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2-Tal I Nuniber Number 
Probability Secondary Postsecx>ndary Secondary Postsecondary 
TASK Value Respondents Respondents Mean Mean 



D-6. Recruit part-time and full- 
time personnel .010 

E-7. Prepare bid specifications 
(e*g*, services, supplies, 
and equipment) .027 

E-13. Provide for student trans- 
portation .001 

E-14. Provide and monitor student 

lunch program .022 

E-18. Prepare financial reimburse- 
ment documents .009 

Provide for equipment repair .039 

G-12. Arrange for staff participation 

In sabbaticals .001 

H-1. Establish procedures for 

resource development .034 

1-12. Participate actively In Voca- 
tional Education and American 
Education Weeks .000 

J-1. Seek out and make use of all 
opportunities to create a 
positive Image for vocational 
education .014 



51 

50 

47 

46 

47 
50 

50 

49 

52 



49 

47 

45 

40 

47 
49 

48 

49 

49 



4.53 

3*92 

3.04 

1.74 

3.79 
3.78 

1.80 

3.27 

4.02 



3.88 

3.26 

1.78 

.93 

2.91 
3.16 

2.83 

3*84 

3.06 



52 



49 



4.71 



4.27 



J-6. Provide Inservlce training for 
faculty and staff iyr public 
relation programs .043 

J-7. Encourage faculty and siw. *^ 
participate In professional 
and civic groups 

J-15. Give public recognition to 
supporters of vocational 
education .043 



51 



52 



51 



49 



49 



49 



4.02 



4.13 



4.51 



3.57 



3.71 



4.20 



K-1. Develop a comprehensive plan 
for the delivery of economic 
development services 



.001 



46 



41 



2.65 



3.85 
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TASK 



2-Tal 1 Nutrber 
Probabl llty " Secondary 
Value Respondents 



K-2» Develop an organizational 

structure for providing economic 
development services ,000 

K-3. Secure funds for economic 

development activities .000 

K-4. Apply appropriate marketing 
strategies for economic 
development .001 

K-5. Provide Inservlce training for 

staff on economic development .000 

K-6. Produce descriptive materials 

describing economic development 
capabilities , .002 

K-7. Establish linkages/partnerships 
with business. Industry, labor, 
jpvernment, and the military .003 

K-8. Establish linkages with crf-her 
economic development agency 
providers ,002 

K-9. Conduct on-site needs assess** 

ment for specific Industries .001 

K-11. Provide technical assistance 

to Industry .000 

K-12. Provide customized training .000 

K-13. Provide technology transfer 

services .022 

K-14. Initiate seminars, workshops, 

and courses for entrepreneurs .000 

K-15. Establish small business 

Incubator program .000 

K-16. Supplement economic development 

agsncy services ,000 



49 
49 

49 
49 

49 

51 

51 

49 

51 
51 

50 

50 

50 



Nurrber 
Postsecondary 
Respondents 



48 



Secondary Postsecondary 
Moan Mean 



48 



43 



49 



49 



49 



49 
49 

45 



47 



48 



2.53 
2.37 

2,35 
2.43 

2.27 

3.59 

3.10 

2.43 

2.65 
2.88 

2^68 

2.58 

1.92 

2.17 



3.77 
3.71 

3.48 
3.58 

3.29 

4.31 

4.02 

3.54 

4.00 
4.24 

3.47 

3.88 

3.47 

3.58 
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SIGNIFICANT DIFFERENCES (T-TEST) IN THE IMPORTANCE OF 
ADMINISTRATIVE TASKS AS PERCEIVED BY VOCATIONAL 
ADMINISTRATORS VERSUS ADMINISTRATORS OF 
BOTH GENERAL AND VOCATIONAL PROGRAMS 



Results of a National Survey to Identify and 
Verify the Importance of and the Difficulty of 
Learning to Perform 210 Vocational Administrator Tasks 
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TASK STATEMENTS IDENTIFIED AS HAVING SIGNIFICANT DIFFERENCES (T-TIIST) 
IN THE INPORTANCE OF ADMINISTRATIVE TASKS AS PERCEIVED BY 
VOCATIONAL ADMINISTRATORS VERSUS ADMINISTRATORS 
OF BOTH GENERAL AND VOCATIONAL PROGRAMS 



A-6. 

ArHO. 

C-13* 

0-15 • 

D-16. 

G-K 

G-11. 

G-17* 

H-2, 

H-3. 
H-11. 



TASK 

Utl II za advisory committees .044 

Determine program cost and 
effectiveness .041 

Provide for extracurricular 
activities ,041 

Develop or assist with master 
schedule of classes .005 

Supervise faculty and staff ,004 

Evaluate faculty and staff 
performances ,024 

Recognize exemplary personnel 
performances ,034 

Survey Inservlce training needs 

of staff ,026 

Arrange for staff participation 

and accreditation visits •018 

Evaluate effectiveness of staff 
development program •037 

Establish procedures for 

resource management ^004 

Identify total resources needed •OOS 



Secure approval from appropria- 
ting authority for ml 1 1 age or 
levy campaign 



Nunnber Nunnber 

2-Tal I Vocat lona I Adnl n 1 strator 
Probability Administrator of Both 

Va I ue Respondents Respondents 

43 



Vocat lona I Adm I n 1 strator 



• 033 



Encourage faculty and staff to 
participate In profe^sslonal and 
civic groups ^049 



58 

58 

58 

58 
57 

56 

55 

57 

57 

57 

56 
56 

53 

58 



43 

40 

42 
42 

42 

40 

43 

43 

43 

42 
42 

40 

43 



Administrator 
Mean 

4^52 



4.09 

2^24 

3^57 
4,16 

4.39 

4^09 

3^96 

3^39 

3^88 

3^36 
3^82 

K77 

3*78 



of Both 
Mean 

4,09 



4.42 

2.90 

4.29 
4.74 

4.81 

4.48 

4.37 

3.93 

4.33 

4,10 
4.38 

2.63 

4.14 
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TASK 



Nuirber 
2-TaI I Vocational 
PPDbabl I Ity Actnlntstrator 
Valuo Rospoinddnts 



Develop an organizational 
structure for providing economic 
development services ,009 

K-3. Secure funds for economic 

development activities .014 

K-4 ♦ App I y appropr I arte market I ng 
strategies for economic 
deve lopment ,038 

K-5. Provide Inservlce training for 

staff on economic development .021 

K-6. Produce descriptive materials 
describing economic development 
capabi lltles .042 

K-8» Establish linkages with other 
economic development agency 
providers .008 

K-9. Conduct on-site needs assess- 
ment for specific Industries *027 

L-1. Determine need for and benefits 

of program articulation .014 

L-2. Develop plan and procedures 

for articulation .006 

L-8. Establish procedures for 

granting credit or waiver of 
requirements .031 



56 



56 



56 



56 



57 



58 



56 



58 



58 



56 



Number 
Adnlnlstrator 

of Both 
Respondents 



41 



Vccat I ona I Adu T n I st rater 
AduTnlstrator of Both 
Mean Mean 



41 



41 



41 



41 



42 



41 



41 



41 



42 



2.79 



2.68 



2*61 



2.158 



2.49 



3»22 



2*66 



3.78 



3.72 



3.82 



3.63 



3.51 



3.32 



3.44 



3.17 



4.00 



3.41 



4.32 



4.34 



4.31 
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SIGNIFICANT DIFFERENCES (T-TEST) IN THE IMPORTANCE OF 
ADMINISTRATIVE TASKS AS PERCEIVED BY SECONDARY VOCATIONAL 
PROGRAM ADMINISTRATORS VERSUS SECONDARY ADMINISTRATORS 
OF BOTH GENERAL AND VOCATIONAL PROGRAMS 



Results of a National Survey to Identify and 
Verify the Importance of and the Difficulty of 
Learning to Perform 210 Vocational Administrator Tasks 
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TASK STATEMENTS IDENTIFIED AS HAVING SIGNIFICANT DIFFERENCES (T-TEST) 
IN THE INPORTANCe OF ADMINISTRATIVE TASKS AS PERCEIVED 
BY SECONDARY VOCATIONAL ADMINISTRATORS VERSUS SECONDARY 
ADMINISTRATORS OF BOTH GENERAL AND VOCATIONAL PROGRAMS 



TASK 



C-13. Provldo for extra- 
curricular activities 

C-17. Develop or assist with master 
schedule of classes 

C-23 Evaluate student services 
program 



Nurriber 

Nurrber Secondary Secondary 

2"Tal I Secondary Administrators Secondary Administrator 

Probability Vocational of Boi-h Vocational of Boi-h 

Value Respondents Respondents Mean Mean 



D-16» Recognize exemplary personnel 
performances 



.040 



.001 



.002 



D-1. Establish and maintain 

personnel management policies 

and procedures .017 

D-12. Supervise faculty and staff .038 

D-14. Orient new personnel to 

Institutional policies and 

procedures .020 



.012 



F-5. Establish procedure for seeking 
ano accepting donated equipment 
and supplies ,009 

F-12. Provide for energy management .002 

F-13. Provide access for the handi- 
capped .006 

F-14. Arrange for rental of equlpn>3nt 

end facl lltles .027 

G-2. Comply with state and local 
requirements regarding pro- 
fessional development ,022 

G-11. /rrango for staff participation 

and accreditation visits •013 



28 
28 
28 

28 
27 

27 
26 

27 
27 

27 



27 



27 



21 
23 
22 

23 
23 

23 
21 

22 
23 

23 

22 

24 
24 



2.29 
3.54 
3.11 

3.82 
4.19 

3.93 
3.96 

3.07 
2.34 

3.07 

U96 

3.67 
3.07 



3.29 
4.57 
4.18 

4.52 
4.78 

4.65 
4.67 

4.00 
3.74 

4.30 

3.09 

4.42 
3.92 
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TASK 



2-Tal I 
Probability 
Value 



G-17. 

H-2. 

H-3. 
H-4. 



Evaluate effectiveness of staff 
development program .025 



Establish procedures for 
resource management 



•002 



Identify total resources needed ,005 

Identify available resources 

(e*g*y financial and other) .002 

Secure approval from appropria- 
ting authority for ml 1 1 age or 
levy campaign ,001 



H-14. Maintain resource development 
database 



.032 



J-5. Participate In civic and 

profess lonai groups .014 

Encourage faculty and staff to 
participate In professional and 
civic groups .035 

J-11. Cultivate positive relationships 

with other educational agencies .010 



K-2. Develop an organh^lonal 

structure for providing economic 
development services 

K-3« Secure funds for economic 
development activities 

K-4« Apply appropriate marketing 
strategies for economic 
development 

K-5. Provide Inservlce training for 
staff on economic development 

K-6. Produce descriptive materials 
describing economic development 
capabi lltles 



.018 



•012 



.018 



•021 



•038 



Nuni>er 
Secondary 
Vocational 
Respondents 



27 



26 
26 

22 
25 



28 



28 



28 



27 



27 



27 



27 



27 



Nun6er 

Secondary Secondary 

Adonlnlstrators Secondary Administrator 

of Both Vocational of Bo Hi 
Respondents Mean Mean 



24 

23 
23 

23 

22 
23 
23 

24 
24 



22 



22 



22 



22 



3^74 

2^85 
3.46 

3^56 

K40 
2^84 
4^00 

3^93 
4^04 

2^04 
K81 

K81 
K93 

N81 



4^50 

4^09 
4^35 

4^52 

3^09 
3^65 
4^52 

4.38 
4^58 

3^14 
3.05 

3.00 
3^05 

2^82 
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K-8. 



TASK 



Establish linkages with of-hor 
economic davolcpment agency 
providers 



2-Tal I 
Probabl I Ity 
Value 



.009 



Nunber 
Secondary 
Vocational 
Respondents 



28 



Nunber 
Secondary 

Adnl n 1 strators Socoicdar y 

of Both Voca'/lonal 
Respondents Moan 



25 



2.54 



Secondary 
Administrator 
of Both 
Mean 



3,78 



K-9« Conduct on-site needs assess- 
ment for specific Industries 



•002 



27 



22 



U78 



3,23 
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APPENDIX I 



SIGNIFICANT DIFFERENCES (T-TEST) IN THE IMPORTAKCE OF 
ADMINISTRATIVE TASKS AS PERCEIVED BY POSTSECONDARY VOCATIONAL 
PROGRAM ADMINISTRATORS VERSUS POSTSuCONDARY ADMJfilSTRATORS 
OF BOTH GENERAL AND VOCATIONAL PROGRAMS 



Results of a National Survey to Identify and 
Verify the Importance of and the Difficulty of 
Learning to Perform 210 Vocational Administrator Tasks 
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TASK STATEMENTS IDENTIFIl£D AS HAVING SIGNIFICANT DIFFERENCES (T-TEST) 
IN THE IM=>ORTANCE OF ADMINI STfv\TI VE TASKS AS PERCEIVED 
BY POSTSECONDARY VOCATIONAL ADMINISTRATORS VERSUS 
POSTSECONDARY ADMINISTRATORS OF BOTH 
GENERAL AND VOCATIONAL PROGRAMS 



TASK 



Number Number 

Postsecondary Postsecwndary Postsecwndary Postsecwndary 

2-Tal I Vocational Administrator Vocational Administrator 

Probability Administrator of Both Administrator of Bofh 

Value Respondents Respondents Mean Mean 



C-21. Coordinate student and 

employer follow-up studies 



.013 



30 



19 



4.00 



0-1. Establish and maintain 

personnel management policies 
and procedures 



.013 



29 



19 



4.52 



3.63 



0-15. Evaluate faculty and staff 
performances 



.049 



29 



19 



4.24 



4.79 



E-2. Comply with legal requirements 
for purchasing and disposal 



.019 



29 



19 



4.55 



3.47 



E-3. Comply with legal requirements 

for auditing and reporting .019 

E-7. Prepare bid specif 1 cat lo[^s 

(e.g., services, supplies, and 
equipment) .029 



29 



29 



19 



18 



4.69 



3.66 



3.63 



2.61 



1-12. Participate actively In Voca- 
tional Education and American 
Education Weeks 



.038 



30 



19 



3.43 



2.47 



J-1 • Seek out and make use of al I 
opportunities to create a 
positive Image for vocational 
education 



.043 



30 



19 



4.53 



3.84 



L-2. Develop plan and procedures 
for artlcu)at!on 



.032 



30 



19 



3.70 



4.37 
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APPENDIX J 

RECOMMENDED ADDITIONS AND MODIFICATIONS TO TASK STATEMENTS 
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These additions and modifications were recommended by the persons who 
responded to the task inventory. Some of the statements are addressed under 
other duties, some involve slightly different wording, some do not meet the 
criteria for task statements and three items (starred) appear to be good 
addtions. They were not added to the final list, however, because they have 
not been verified. 

DUTY A: 

Develop self-money, short-term instructional programs 
♦Coordinate planning and program development with other departments 

Develop school/business partnerships for occupational training programs 
♦Provide political awareness and political leadership 

Interpret community and area needs 

A-6 & A-7 "Use" instead of "utilize" 
DUTY B: 

Provide staff development for today's programs 
Business and industry upgrading of staff and faculty 

DUTY C: 

Provide for adult and part-time student's perceived needs 
Decide what to provide for students 
Decide who is the standard 

DUTY D: , 

Document poor teaching 
Participate in grievance process 
Need speaking ability 

As an administrator, function with A.F.T. faculty contract 
Recruit staff 

Evaluate staff hiring practices 
♦Establish and maintain personnel records 

DUTY E: 
None 
DUTY F: 

Convince people of the need 
Promote the general welfare 

F-9 provide "procedure" for . . . 

DUTY G: 

G-3 "with" staff instead of "for" staff 

G-6 Facilitate technical inservice training of instructors "and staff" 
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DOTY H: 
none 
DUTY 1: 

comment on M2 "Why not Community college Month?" 
DUTY J: 

Get puhllc undmtanding of mission 
Know whers to spend time 

DUTY K: 

Establish small business assistance centers 
DUTY L: 

Coordinate with other schools 
Transfer credit 



o 
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APPENDIX K 
SUMMARY OF PART II--GENERAL INFORMATION 

I 
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1. Name of school /col lege you are employed by: 



a. Secondary schools included the following: 



Jefferson County Board of Education 
Meriden Board of Education 
Sussex County Vocational -Technical 

School District (AVTS) 
New Castle County Vo-Tech School 

District 
Houston County Schools 
Cedartown Comp. High 
Silver Valley Voc Ed Coop 
Twin Falls School District 411 
Lake County Area Vocational Center 
Liberal AVTS 
Labette County USD 506 
Fairdale High School 
Scott District Area Voc-Ed Center 
Montgomery County Public Schools 
Webberville Community Schools 
Branch ISD 
New Albany Schools 
Jackson Public School 
Lake Area AVTS 

Grand Island Public Schools. 
Omaha Public Schools 
Nashua School District 
Manchester School District 
Bayonne, N.J. Board of Education 
Ocean County Vocational -Technical 
Schools 

Farmington Municipal Schools 

Gallup-McKinley Co. Public Schools 

Greece Central School District 

RCG BOCES 

Tulsa County AVTS 

Tri -County Tech 

Springfield School District #19 
Great Oaks JVSD 

Charleston County School District 
Caddo-Kiowa AVTS 



Colleton County Area Vocational 
Center 

Cumberland County Board of Education 
Lamoille North Supervisory Union 
School District of the Menomonie 
Area 

Lakeland Union High School * 
Stuttgast Public Schools 
Ceres Unified School District 
Hillsborough County 
St. James Parish Public Schools 
System 

Waterville Regional Vocational 

Center 
Duluth Public Schools 
Helena School District No. 1 
Lee County Senior High 
James Valley Multi-District 

Vocational Center 
Pottstown Senior High School 
Logan Schools 

Carbon County School District 
North Thurston School District 
Arch A. Moore Jr.- Voc. Tech. Center 
Randolph County Schools 
Loudoun County School Board 
Clark County School District 
Mesa Public Schools 
Waswoe Co. School District 
Warren Center, Jefferson County 

Schools 
Mt. Pleasant Public Schools 
Pathfinder Regional Voc Tech 
Fanning Trade High & School of Health 

and Technologies Occupations 
Forest Hill High 
Mitchell School District 



b. Postsecondary colleges included the following: 



J. F. Ingram State Technical College 
Carroll Tech 

College of Southern Idaho (2) 
Indiana Voc-Tech College--Richmond 
Manhattan Area Vo-Tech School/USD 383 
Johnson County Community College 
Elizabethtown State Voc. Tech. 
Prince George Community College 



Lakeshore Technical Institute 
Eastern Wyoming College 
Anchorage Community College 
Oil Belt Vo-Tech 
Forest Echoes Vo-Tech 
Cerritos College 
Indian River Community College 
Slide^ll Vo-Tech 
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Oundalk Community College 

Schoolcraft College 

Pearl River Junior College 

Holmes Junior College District 

East Central College 

Jefferson College 

Central Community College— Platte 

Southeast Community Col lege- -Nil ford 

Campus 
Keene State College (2) 
North Vo Tech College— Berlin 
Trenton State College 
Albuquerque Technical -Vocation&l 

Institute 
Genesee Community College 
The Culinary Institute of America 
Oklahoma State University, Technical 
Branch, Okmulyee 
Clatsop Community College 
Lake Area Vocational Technical 

Ifistitute 
Dallas CCCD 

Madison Area Technical College 



2. 

a. Secondary level: 52 persons, 40.9% 
b. 
c. 



3. 

a. 

Director, Vocational and Adult 

Education (2) 
Grants Administrator 
Superintendent (13) 
Vocational Supervisor/System 

Director 
Director (5) 

Assistant Superintendent (4) 
Principal (5) 

Director, Career and Vocational 
Education 

Director of Vocational Education (5) 

Coordinator (3) 

Executive Director, Adult and 

Vocational Education 
Deputy Superintendent (2) 



Central Maine Vocational -Technical 

Institute 
Southern Maine Vocational -Technical 

Institute 
Pine Tech Institute 
Moorhead Technical Institute 
Missoula Vocational Technical Center 
Forsyth Technical College 
Central Carolina Technical College 
Bismarck State College . 
Lako Region Community College 
Luzerne County Community College 
Whatcom Community College 
Spokane Community College 
Pueblo Community College 
Matanuska-Susitna Community College 
Northwest Community College of 

University of Alaska 
Northwest Alabama State Technical 

College 

Worcester Industrial Technical 

Institute 
Kellogg Community College 
Buck County Community College 



Vocational Education Coordinator 

Program Specialist 

Vocational Director. (5) 

Director of Vocational Education/ 

Assistant Principal 

Local Vocational Education 

Coordinator 

Supervisor 

Educational Specialist III 
Local Program Director 
Vocational Director 
Assistant Principal/Director of 
Voc-Ed 

Assistant Superintendent, Vocational 

Education Director 
?1ult1. Co. Voc. Dir. 



Educational level of agency. 



Postsecondary level: 49 persons, 38.6% 
Secondary/postsecondary institution: 27 persons, 20.5% 

Your present job title. 

Titles given by secondary-level respondents included the following: 
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Assistant Superintendent, Sec. Ed. 
District Supervisor of Voc/Tech 

Education 
Career/Vocational Education 

Coordinator 

b. Titles given by postsecondary-level 

President (6) 
Director (8) 

Director of Continuing Education 
Dean of Vocational Technical 

Education (3) 
Dean of Instructional Affairs 
Vice President of Academic Affairs 
Dean of Instruction (8) 
Associate Dean of Instructional 

Services 

Dean of Vocational -Technical Affairs 
Campus Director (2) 
Chair-Department of Vocational 
Education 

Administrative Aide to the Executive 

Vice President 
Dean of the College 
Director of Special Projects 
District Director/Career and 

Continuing Education , 



Director, Occupational Education and 

Vocational High Schools 
Curriculum Coordinator 
Area Center Principal 
Superintendent-Director 

respondents included the following: 

Curriculum Coordinator 
Administrator of Educational 
Programs 

Vice Chancellor for Student Services 

and Associate Vice Chancellor for 

Instruction 
Assistant Director 
Dean of Vocational Education of 

Special Projects 
Associate Deari of Planning and 

Development 
Assistant Director/Dean of 

Instruction (2) 
Manager of Instruction 
Dean of Academic Services 
Dean of Occupational Education 
Assistant to the President 
Dean of Occupational Program 
Assistant Dean for Career Programs 
Academic Dean 



4. Title of the person you report 

a. Secondary-level responses were 

Division Superintendent 
Deputy Superintendent 
President, Board of Education (4) 
Voters of County 

Principal and Local Superintendent 
Superintendent (20) 
Chairman, Board of Control 
Executive Director 
Director, Vocational Education 
Assistant Superintendent (7) 
School Board (4) 
Board of Trustees 
Board of Education (4) 
District Superintendent 
Area Administrator 



as follows: 

Director of Secondary Curriculum 

Dean of Instruction 

Director (2) 

State Director 

Principal (4) 

Director of Curriculum 

Br^inch Director 

Director, Vocational and Adult 

Education 
Director of Instruction and 

Curriculum 
Associate Superintendent, Secondary 

Education 
Senior Director Secondary Education 
School Committee (Board) 
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b. Postsecondary-level responses were as follows: 



Chancellor (4) 

Vice Chancellor (Education Affairs) 
Executive Director of State Board 
President (19) 

Vice-President (CEO of Region) 

Regional Director 

Dean of Instructional Services (3) 

Vice-President 

Vice-President Academic Affairs (2) 
Coimnissioner 

Dean-School of Technology 
Executive Vice President 



Executive Dean 

Senior Vice President 

Assistant Director, Instructional 

Services 

District Director and Assistant 
District Director 
Director t5) 

Vice President, Instruction (2) 
Executive Director of BESE 
Board of Trustees 
Chairman, Board of Trustees 
Dean of Academic Affairs, 



5- Highest level of formal education you have completed: 

a. High School d. 58 Master's degree 

b. Associate's degree e. 52 Doctoral degree 

c. Bachelor's degree f. 16 Other 

Other (Secondary) 

4.5 Graduate Credits 

6th year spec in administration 

Education Specialist Degree (4) 

Master's plus 30 hours 

CAGS - Administration 

+22 credits 

90 hours post masters 

CAGS in Voc. Adm. 

Other (Postsecondary) 

Certificate of Advanced Study in Education (CASE) 

ED.S. plus A.B.D. 

Specialist 

CAGS-Doctoral Candidate 



6. What is the total number of vocational -technical Instructors/teachers 
under your supervision: 

a. Secondary respondents reported the following: 

Ho. of instructors/teachers No> of irespondents 

0-25 22 

26-50 14 

51-100 9 

101-150 3 

151-200 6 

201 or more 5 
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b. Postsecondary respondents reported the following: 
No> of instructors/teachers No, of resoondents 



0«25 
26-50 
51-100 
101-150 
151-200 



13 
9 

18 
2 
4 
3 



201 or more 



What type of education/training did you receive for your job as vocational 
administrator? 

a. 94 Took general education administrator courses 

b. 82 Took vocational education administrator courses 

c. 20 Used competency-based administrator modules 

d. 29 Completed self-study materials 

e. 108 Attended workshops 

f. 108 Learned by doing 

g. 29 Participated in supervised internship 
h- 12 Participated in externship p**ogram 

Other f secondary) : 

Developed vocational programs for special school 
Worked in manufacturing engineering (3 years - G,E-) 
EPDA Fellow 

Held state and national leadership positions 

State Education Department Vocational Management Program 

Ed.D. in School Administration 

Served on Advisory Committees 

Vocational teaching 

Management Skills Courses. Headed a government department in a 

territory. 
Military training--!. E. Officer 

Supervisor, principal, counselor, associate vocational director 
Participated in the state's inservice for Voc. Ed. Administrators 
Voc. degree. Former college professor in charge of graduate training 
OJT as assistant 

Other fpostsecondarv) : 

Consulting 

Hospital administrator 

Teaching of instructor courses at university 

Hard work 

Vocational teacher 

Taught vocational education 

Professional organization participation 

State-level councils 

Administered other than vocational areas 
Related training in industry 
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Took graduate level industrial management courses 
Military; common sense; advanced degree work 
Graduate study was in Community College Administration 



9. 
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8. How adequate was the training you Initially received as an administrator? 

a. 23 Very adequate d. 6_ Very inadequate 

b. 71 Adequate e. 8_ Received none 

c. 19 Inadequate 

Please list up to six worker traits or attitudes that >au feel are mo^t 
important to a successful administrator: 

A wide range of responses was given to this question. The following is a 
listing of the worker traits and attitudes listed most frequently (defined 
as 5 or more times). 

Honest/sincere (32) Innovative (9) 

Flexible/adaptable (29) Patient (9) . 

Good listener (26) Dependable (8) 

Energetic (22) Goal oriented (8) 

People oriented (21) ' Initiator (8) 

Positive/optimistic (21) Consistent (8) 

Fair (13) Rational (7) 

Cooperative (13) Persistent (7) 

Dedicated (12) Loyal (7) 

Committed (12) Ethical (6) 

Open minded (12) Sensitive (6) 

Caring (10) Good sense of humor (5) 

Decisive (9) Compassionate (5) 

Confident (9) Personable (5) 

10. What type of training materials would be most valuable for new 
administrators? 

a. 79 Competency-based modules c. 51 Self-study materials 

b. 58 Administrator guides 

Other (secondary) : 
On the job experience 

An internship to test/validate the modules' content 
Videotape, cassettes, etc. 
Intern and extern programs 
Observations of other schools 
Current articles 

Case studies of tasks assigned to administrators 
Internships 
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other (postsecondarv) ; 



Audio tapes 
Case stud1es/sa1. 
Inservice activities 
Internship 

Externship with an experienced dean 
Internship in the area of employment sought 
Internship guides 

Small group seminars with neophyte administrators 

Video tapes with workbook for home study (2) 

VCR modules and computer (PC) modules and model school materials 

Video based 

Supervised role playing 

Team building and strategic planning exercises 

Short courses', on management 

Workshops 

Assessment Center Experience--National Association of Secondary School 

Principals (N.A.S.S.P.) 
Leadership training 



Please list two or more references that you have found most valuable i 
your job; 

Secondary responses: 

Handbook o f Successful School Administration . Prentice-Hall 
High Scho ol and the Changing Wor knlarp ; An Employers View 
History of Ind. Education . Barlow, Bennet Pub. Co. 
Horace ^s Compromise 

In Search of Excellence and other business books 

Integration of Academic and Voc-Tech Education 

Teacher Ma de Tests . John A. Green. Harper & Row, 2d ed. 

The Act of Conversation 

The Neglected Majority . Dale Parnell 

The Shopping Mall High School 

y he Unfinished Agenda 

Administration guides (2) 

Administrative Handbook published by State Education Department 

Advisory committee handbooks--State of Oregon and others 
AIAA--Technology 
ASPM Handbook 

Association of CA School Adm Journal 
AVA Journal (8) 

"Bits and Pieces"--management magazine 
Business video and audio tapes (AHA) 
CA Association of Voc Adm newsletters 
Colleagues--Directors of Vocational Education 
Colorado School Law review 
Competency-based instructional management system 
Competency-based Vo Ed Administrator Module Series 
Comprehensive Planning for VOED— AVA 
County Superintendent of Schools 



DACUM Workshop materials 
Delaware Code 

Dictionary of Occupational Titles 

Directory of Vocational Educators--State and National 

DPI Vocational Education Handbook 

Education Digest 

Education Today 

Education USA (2) 

Education Week 

Educational Leadership 

Educational Research Report 

Evaluation of Vocational Technical Educations-American Vocational 

Association 
Federal Register 
Federal rules and regulations 

Guidelines for Submission of Applications for Voc, Ed- Funds 

Handbook on Administration in Public Schools 

Labor market trends/job analysis--state and local 

Leaders *n Industry (AREA) 

Materials in Regional Curriculum Lab 

Mass. General Laws 

NASSP Bulletin (2) 

National Center for Research in Vocational Education (3) 
NCA Handbook 
NCRVE Publications 

NEA, TEA, AVA, and county news correspondence 
New Jersey School Policy Service 
Nolte's school law materials and publications 
Occupational Outlook Handbook 
Occupational Outlook Quarterly 

Oklahoma Msterial--Mid America--Missouri--old ioc Center 
PBTE Modules, category A- J 
PDK Fastback Series 

Penna Regulations, Standards, and Guidelines for Voc. Ed. 
Petersen's two books on Administration in Industry 
Policy manuals, district and state 

Regular and special newsletters and items from state Supt's Assn. and Voc. 

Association 
Research articles 
School Board journal (2) 
School District Policy Manual 

School District Regulations and Standard Operation Procedures 

State Board of Education (4) 

State and Federal Accounting Procedure Manuals 

State course guidelines (2) 

State Department of Education (VT) materials Tor vocational education 

State evaluation instruments 

State funding manuals 

State handbook of accounting principles 

State guides (4) 

State School Code (Law)""for all education 

State Superintendent of Public Instruction-^Vocational Division 

Successful School Coiwnunications 

Techniques, Notes, Tips, for Teachers 
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Tennessee State Guidelines for Vocational Education 
The Holy Bible 
The Journal 

The School Administrator 

The Unfinished Agenda—The Role of Vo-Ed in the High School 

Training and Development Handbook 

Utah's Job Outlook publications 

VETCiv - state 'yrriculum 

Vocational Training News 

Voc EU Journal 

Work experience programs 

Postsecondary responses: 

A Handbook for the Qbservatinn of Teaching and Learninc . Francis Griffin 

A School for Everyone . J. Lloyd Trutr.p 

Access & E xcellence , J. E. Roueche and G. A. Baker III 

An Introduction to School Administration . Nolte 

American Public School law. Alexander and Alexander (3) 

Building Trust in the Workplace . Shea (A.MA) 

Chairing the Academic Department . Tucker 

College Administrators Handbook . Walotkiewicz 

Curriculum Develop mpnt, Tanner and Tanner 

Handbook of Research on Teaching . N., L. Gage 

Handbook on Adult Edut ^atinn, Knowles 

Handwork in Colleges and Universities , Asa Knowles 

High-Tech Manpower in the West; Strategies for Action . Wiche 

How to Develop Compet ency Based Education . Williani G. Perry, Jr. 

How to Phase Out a Prng t^am, National Center 

In Search of Excellence, Peters and Waterman (2) 

Leaders . Bennis, Manus (Harper & Row, 1985) 

Management . Drucker 

Ocean County Vocational .Sr.hnol?;, Robert Newman 
Power of the Presidency , j. L. Fisher 
The Law of Higher Education , Wm. Kaplan 
The Neglected Majority . Dale Parnell 

"Change and the Future of Voc Ed in Wash. State," Washington State 

Vocational Dir Council 
"College arid University Law" 

"Credential ing Educational Accomplishment," Miller & Mills, American 

Council on Education 
Current Publications Scanning 
Dean's Guide, Hichig.jn Department of Education 
"Dialog" Database 

"High-Tech Emp'<oyment, Ed and Training in Wash. State," Washington State 

Department of Commerce 
"School Shop," Praken Publications (Monthly periodical) 
Selected Occupational Information for Employment and Training Program 
Design in FY 1986," Maine Department of Labor 
"The Synonym Finder" 
AACJC materials (3) 
AAHE publications (2) 
AASA material 
A&EA materials 
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ACCT and AACSC publications 
ACE Handbook 

ASHE-ERIC Higher Education Reports 
ASTD materials 
AVA materials (5)' 

AVIM Modules--! have used frequently 

ALL Learn Publications--P.O. Box 1448, Manhattan, KS 66502 

Annual reports of state VE council 

Appropriate Federal Registers 

BOR policies and procedures 

Business periodicals 

CBAE modules and guides (3) 

Change magazine 

Chronicle of Higher Education (3) 

Classification of Instructional Programs {CIP Code Oirertory) 
Dictionary 

Education Code, Labor Code 

Educational program^;. Journal of Staff Programs & Organizational 

Development 
Electronic Data Bases 
F^IC reports (ERIC/ASHE Series) (3) 
E.aluation materials developed by Tim Wently 
Faculty Handbook 

Federal and state guidelines - Federal Registers 

Florida Stastical Abstract (directory of demographic and ecomonic data) 
Fortune/U.S. News & World Report/Management Solutions 
Governor's Office 

Handbook for Vocational Planners-.-N.P. SBVE 

Handbook on Formative and Summative Evaluation of Student Learning- -Bloom 
Jossey-Boss books relating to higher education 
Labor market reports --Deapartment of Labor 
Legislative Rule Book 
Local newspaper 

Magazines--Phi Delta Kappa, Futurist, How to Evaluate 

Manage your time/work/yourself 

MVA publications 

NACUBO Accounting Manuals 

National Center for RVE 

NCRVE modules and resources (2) 

New Hampshire's Manual of Procedure 

New Hampshire's Rules of the Department of Personnel 

North Carolina administrtive codes 

North Carolina accounting manuals 

On College Teaching 

Partnership in Training--Prepared by the Bay State Skills Corporation 
PAT Cross literature 
PBTE materials (2) 

PDK fastbacks, the Kappan, and special reports 
People--administrative colleagues (2) 
Perspective (The Campus Legal Monthly) 
Professional associations 
Regents Policy and Regulations 

Related professional/business/management/supervision/training manuals. 
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ERLC 
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Retraining and Upgrading Workers--National Center for Research in 

Vocational Education 
School and other appropriate law books (statues--copies of) 
School shop/Vocational Education Journal/School Board Journal 
Staff selection workshops 
State handbooks on procedures 
State directory 

Sta.2 division of vocational -technical education (2) 
State superintendent of public instruction 
Technical Education Yearbook 

Topic specific references on an as needed basis obtained from numerous 
sources 

Training by Contract^-The College Board 

The Lessons of History 

The New College Administrator 

Variety of federal and state government publications (e.g., Deptartment 

of Labor, Department of Education, Federal Register) (2) 
Variety of vocational education journals 
Various texts and references on management plan 
Visits, observations, and seminars 

Vocational education association materials, texts, journals, associations 
What's Next--Industry Week 



Comments 

Secondary responses ; 

This instrument is too long and took far more time to complete than most 
people would allow for a task of this nature. 

The tasks should be grouped for in-school and central office 
administrators responses. 

I am not sure that my position in a small school with only one vocational 
education program makes it possible to answer your questions on the level 
you desire. 

Glad to see things are being updated and are current. If the ^Xenter" 
didn't exist . • . who else would do this??? 

A good administrator must understand what goes on in the classroom. I do 
not believe that three years of teaching is adequate experience nor do I 
feel job hopping is an admirable trait. Internships can be rewarding if 
the intern is given responsibility, a variety of tasks, and a good 
supervisor. 

Postsecondarv responses : 

I was a participant in the Florida extean program. I was a Tech Center 
Director for 3 years. The exchange of information as well as the exposure 
to practicing administrators was the start I needed. 



113 

124 



I feel ngjs administrators need more "externship programs" or "OJT" prior 
to receving degree. 

I think that a highly structured and supervised internship program should 
be a "must" in all vocational administrator training programs. 

Appears to be a good project! Would appreciate receiving a summary of • 
results! Good luck. 
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